County Recorder User Guide

Cost Accounting System (CAS)

Guide does not include initial set-up guidelines. This guide is a step-by-step processing guide for everyday processing.
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Logging In

Open up Internet Explorer, depending how the application was installed, the shortcut to the

URL may be bookmarked or set as a favorite.
https://iadhvrs.netsmartcloud.com/VRWebIAPROD

- ——— — -

m![@ https://iadhvrs.netsmartcloud.com/ViWebIAF O ~ @

File Edit View Favorites Tools Help

5% @ Zoom =~ IDPH Vital Records Portal £ VPN Access £ IVES-F

Iowa Vital Events System

Log into the IVES System

Note: Passwords must be at least 8

userio [ .

password [N characters, and contain an uppercase and
Login [¥eY lower case letter, a number and a special

character.

(Note: Very important you use this link to
bookmark. Below the login box, you can
bookmark the application for future use.
This will bookmark the above page.)

o Bookmark Vital Records

©  View Application Prerequisites

©  View Signature Pad Prerequisites
©  Running Multiple Versions of VR
e Installation Instructions

=] Common Login Issues

Answer your security question.

@ nttps://fiadhvrs loud.com/ViWebIAPROD/SecurityQuestion.aspx P-aBex

File Edit View Favorites Tools Help

%5 2] IVESsystem £ lowaRecorders ') Inter-Tel Web Conferenci.. 2 |Pinlt £] Getmore Add-ons v [ wef Th IS qu estion wi I I be as ked every time you

— login to the system. There are no

2 Netsmart requirements for lower, upper case, or

, special characters or numbers. However,
Question dog name
answer [ the question answer is case sensitive.

The answer is case-sensitive.

[ submit o

Only click Submit once. There is a slight lag
time so please be patient.

Revised 01/01/2017
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Creating Security Questions

Tools Batch Blank Forms

New 3

Security Question CTRL+Q

Search b
Preferences

Send Message/E-mail...

Email Group Editor...

File Search Fee/CAS Requests Actions Linking Tools Help

Security Question

Enter a security Question for yourself.

Question
[ I

Answer to the Question User Login or ALL ‘
I I iatestl

System Paragraph

Date question created. Question Modified date State File Number

I/ 1/

Adding a new event. 0 Alerts: vI

Revised 01/01/2017

To create new Security Questions
Select Tools > New > Security Questions
Enter your security question

Enter your answer to the security question.

' Click SAVE
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Home Screen

F B’
'!'if Metsmart VRS - Home El&lg

File Search Fee/CAS Work Queue Tools Batch Blank Forms System Cache Administration Help

This is the main IVRS Home Page.

Note: The Internet window that you logged

MESSAGE OF THE DAY in from must remain open for the Netsmart

BA 2.0.1 - Release 2.0.75 VRS application to work.
July 1, 2015

Netsmart=¥RS | © 1998-2015 | Netsmart Public Health, Inc. | www.nitst.com

Unread Messages: 5
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Entering Inventory

Note: This process can be used everytime a new HeaderID (Store) is created.
Recommend each HeaderID (Store) has 1000 pages of control paper.

Search FeefCAS Work Queue Tools Batch Blank Forms Administration Help

File

New Event Messages | Entering Inventory
New Special Inventory

Inventory Orders To create a new HeaderID (Store) by entering
Re-Login Certified Paper Assignment the new batch of control paper numbers, you

Office of Vital Records must go through the Inventory tab. File > New

Event > Inventory

lowa

MESSAGE OF THE DAY

BA 2.0.1 - Release 2.0.75
July 1, 2015

Netsmart=VRS | © 1598-2015 | Netsmart Public Health, Inc. | www.ntst.com

~ Inventory (Event Year = 2014)

File Search FeefCAS Requests Actions Linking Tools Help o
| g To enter NEW State Paper inventory

Item il

Headerid Item Location of Owner o .

C = 8 Click on the drop down arrow under ITEM, and click

Owner County Certified Paper g

B 5t Certiied Paper ) State Certified Paper. _

Item Description General Category (PAPER, FORMS, PENCILS..) Unit (Pack/Box/Ream..) =

Count per unit ‘ C"Ck SAVE

Summary R

Quantity Ordered Quantity Received Quantity Shipped Quantity Available

Available in Stock

Adding a new event. 0 Alerts: = |
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T T, — o)

File Search Fee/CAS Requests/Documents Actions Linking Tools Help

TT— ST ST Next you will add the quantities that
]::dend Ttem Location of Owner Owner 0 . . . E‘

G [Stte cortred rapr 7 sy stoe were shipped by clicking the under
Item Description General Category (PAPER, FORMS, PENCILS..) Unit (Pack/Box/Ream..) ~Count per unit . .

Stte Ceried Paper Transaction Details at the bottom of
Summat

Quznu: Ordered Quantity Received Quantity Shipped Quantity Available the page.

Available in Stock

0 PaperShest [ ——
Refresh Stock View Find The Stock Number

I
Transaction Details I
u

Event data was saved. B

Enter in the Transaction Date, the Transaction
Type, Quantity and the Begin and End number.

Transactions System

P When you receive a shipment of paper (or
ftem User Location Person Assigned

Sk (e et S when setting up for the first time), select the
Transaction

H “" H ” .
T i Transaction type “Receive”, enter the quantity
opee | RECRVE. ) _M PP ekl S0

LI and the Begin and End number.
Quantity By

Notes Send to Userlocation

Click SAVE and Close

- Inventory Transactions (Event Year = 2013)

Spitstockinte H;SPLIT-ALL-TO-STOEK
plt stock into smal ooy

Count Start | spuT-OUT

|use
|von

Eile Search Fee/CAS Requests Actions Linking Tools Help

Count Start

Transactions

Item Information
Count Start End Split OK?

X Ttem User Location
State Certified Paper Keokuk

Spit Consistency CHECK h
Transaction

Transaction Date  Transaction

Par
Pull'info from Selected Stock

03/26/2014
Quantity Begin number End Notes
500 356190001 356190500

Revised 01/01/2017 Page 6



File Search Fee/CAS Requesis/Documents Actions Linking Tools Help

Item Information Skipped Stock System

Ttem

Headerid Item Location of Owner Owner
407 State Certified Paper ~| [story STORE
Ttem Description General Category (PAPER, FORMS, PENCILS..) Unit (Pack/Box/Ream..) Count per unit
State Certified Paper EACH
F— After you close, click the Refresh Stock View
Quantity Ordered Quantity Received Quantity Shipped Quantity Available . . .
) 500 2 S0 button. You will see under Available in Stock,
| Availabl Stock H .
valble n stoc : the paper that you received into the system.
Item PartDesc Quantity Start End StockID
State Certified Paper | |s00 | 100000001 | 100000500 | 365164 d

e -

Transaction Details

Item PartDesc Date Transaction Quantity Start End Ship To Notes DetaillD
State Certified Paper | | 72772015 | REceve [ 500 | 100000001 | 100000500 | | | 20716

File Search Fee/CAS Requests/Documents Actions Linking Tools Help

Ttem Information Skipped Stock System
Ttem -

Headerid Item Location of Owner Owner

407 | [state Coreed Paper ] [seary sTone

Item Description General Category (PAPER, FORMS, PENCILS..) Unit (Pack/Box/Ream..) Count per unit

State Certified Paper EACH
Summary Next, you need to split the received paper to
Quantity Ordered Quantity Received Quantity Shipped Quantity Available

0 500 0 500 have it available in stock to print.

Available in Stock

Trem PartDesc Quantity Start £nd StockD
State Certified Paper | [s00 | 100000001 | 100000500 | 365164 Under Transaction Details. click the
7’

0| PaperSheet
Refresh Stock View Find The Stock Number

Transaction Details

Ttem PartDesc  Date  Transaction Quantity Start End Ship To Notes Detailld
State Certified Paper | |7/27/2005 | Receve | s00 | 100000001 | 100000500 | |10715

Event data was saved. 0 Alerts: -

Revised 01/01/2017 Page 7



File Search Fee/CAS Requests/Documents Actions Linking Tools Help . x Enter the Transaction Date, and use the

Transactions \QRetau

o oot I Transaction type “Split-All-To-Stock”

State Certified Paper Story STORE

Transaction

[t f— - '°°" Click “Pull info from Selected Stock”. This will
uandit r COMBINE
—

= populate the paper quantity, begin number

Send te Userlacation S

and end number below.

SPLIT-IN
Split stock into smal SPLIT-OUT
Count et |UNACCOUNTED FOR
use
voip
Count Start End

File Search Fee/CAS Requests/Documents Actions Linking Tools Help

Count Start End Spiit OK?
Bneistency M

Transactions

Spit Consistency CHECK
Item Information

Item User Location
State Certified Paper Story

Transaction

Transaction Date  Transacticn

‘07/27/2015 | SPUIT-ALLTO-STOCK ~
uantit; Begin number End

500 200000001 200000500

Click Save

Item Information

Item

State Certified Paper EACH H “" H 7
e Click “Refresh Stock View

Quantity Ordarsd Quantity Raceived Quantity Shipped Quantity Available
0 500 [ 500

Available in Stock

You will see that all the paper has been split.

Ttem PartDesc Quantity Start

State Cartfid Paper 1| o0000001 35165 | -

State Certified Papar 1 | 200000004 | 1 365168

State Certified Paper 1 100000005 | 1 365169 =

State Certified Papar 1 | 100000008 | 1 365172

State Certified Paper 1 100000009 | 14 365173 H

EreeTT T Click Save and close.

Transaction Details

tem PatOssc  Dme  Transacton Qunty sen tna sho To Notes 0
State Cenitied Paper | | 72172015 | recee [500 [ 100000001 | 100000500 E
Stats Cortitied Paper] T7/2272015 [ sour-At-To-5700k 590 | 109000001 | 100000500 3

&

' Inventory (Event Year = 2014) — g— _— -

File Search Fee/CAS Requests Actions Linking Tools Help

Item Information

‘ To enter NEW County Paper

Headerid Item Location of Owner
Pg) 'l O
‘County Certified Paper Invento ry
State Certified Paper -
Item Description General Category (PAPER, FORMS, PENCILS..) Unit (Pack/Box/Ream...}

Click on the drop down arrow under ITEM, and

click County Certified Paper. —

Count per unit

Summary
Quantity Ordered Quantity Received Quantity Shipped Quantity Available

- Click SAVE and repeat the same
steps as described above.

Avsilable in Stock

Adding a new event. 0 Alerts: vI
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Printer Preferences

Note: each user must set up

This step will determine which printer the certificate prints from. This will also set up which
paper (State or County) should print for the birth, death and non-IVES. Note: this should only

need to be set once, unless user changes printers.

Batch Blank Forms Administ

Tools

To set the Printer Preferences

Select Tools > Preferences from the Menu

Mew

Search 3
Preferences

Send Message/E-mail...

Email Group Editor...

Y

Select Print Type and Set Printer

BBirth Certificate ~ 4£°

B Birth Image Certificate

B Plain Paper Copy

E Plain Paper Image Copy

Cash Drawer Display

Cover Letter

D Death Certificate

D Death Genea Purposes

D Death Genea Purposes - Image
[ Neath Imane Certificate

Appearance

_ © /- /
Printer (idpnfssWRa0s0-1  / /
/
Printer Commaon Name [NONE K /
Requires document sequence prompt? b/
Save Cancel
- |
Metsmart VR @

I.-"'_"‘-.I Your Paper Inventory Stock does NOT contain the Sequence Mumbers
‘S you entered. The Sequence Number: 410054 Type Paper: STATE
PAPER Location: CNTY-077

Revised 01/01/2017

From the Printer tab

1. Select the Document (Certificate) you wish
to set.

2. Select the appropriate Printer you want
this certificate to print from.

3. Select None, from the Printer Common
Name.

4. The “Requires document sequence

prompt” must be selected. This is
important because it connects the
inventory paper to the application.

B . save

This process must be completed for all the
certificates listed.

Birth Certificate — State Paper

Birth Image Certificate — State Paper
Death Certificate — State Paper

Death Genea Purposes — State Paper
Death Genea Purposes Image— State Paper
Death Image Certificate — State Paper
Fact of Death — State Paper

Death VA Copy — State Paper

Death VA Copy Image — State Paper

M CERT COPY MARRIAGE — State Paper
M CERT IMAGE MARRIAGE — State Paper
Notice of Record Search — State Paper
Non-IVES Certificate(11/21/2016s) -
County Paper

This message will appear if you manually enter the
wrong safety paper from your inventory. You need
to be sure to enter the correct set of numbers for
State and County stocks. (this example shows the
message if user enters a County safety paper # for
a Death Certificate, must use State paper).




Work Queues

Work Queues will populate with requests for death certificate that were submitted by Funeral Homes along
with any pending requests not yet processed. It is important that users check these work queues through out
the day.

Select Work Queue > CAS Requests Pending
from the Menu

Work Queue | Tools Batch Blank

CAS Requests Pending

MNessages

TG
Status

Identification

| Applicant Infermation
First Name
Tom

File Search Fee/CAS Requests Actions WorkCQueve Linking

Bilting

Last Name

Cat

State Name

irst Name Last NameStatus
| Unknown | PENDING | 20.00| Pending |

Tools

Reasssgn Request

Number  Date of Application (mm/dd/yyyy) Application Type
03/14/2014 FH - Mail

Status
PENDING

Help

ReRnd RO

Assigned to (Queue)
~| |counTy fH PeENDING

Priority
~ |NORMAL

Date Completed (mm/dd/yyyy) Completed By

Company/Agency Name
OTHER (SPECIFY)

Address 2 (optional)

Total Assigned To

| FUNERAL HOME AAA

city

Zipcode
50301

Des Moines

¥ 1s Applicant Address same as mailing?

ying to 3dd a new request or payment the first time. (The Applicant Number must be

o

Revised 01/01/2017

FL'\.“ Search - Applicant 4 — (oo B ) |
Fle Search FeefCAS Requests WorkQueue Tooks Baich Help X All requests submitted by Funeral Directors
Search Critera along with other pending requests will be
Date Application Applicant Number Status Priority  Applicant First Name Last Name Company/Agenc IlSted |n the ”ReSUItS” tab
3/4/2014 98 PENDING|NORMAL|J0HN DOE .
3/5/2014 99 PENDING | NORMAL |Karen Jones FUNERAL HOME ,
3/5/2014 100 PENDING|NORMAL [Iatest 1, Funeral DIREC [Iatest 1. Funeral DIREC  |FUNERAL HOME S :

elect the request you wish to process b
3/6/2014 101 PENDING | NORMAL [Iatest 1, Funeral DIREC [Iatest 1, Funeral DIREC  |FUNERAL HOME , a y P y
3/6/2014 102 PENDING | NORMAL Tatest 1, Funeral DIREC Iatest 1, Funeral DIREC | FUNERAL HOME double C|ICkIng the row, or select the row and
3/6/2014 103 PENDING|NORMAL [Iatest 1, Funeral DIREC [Iatest 1. Funeral DIREC  |FUNERAL HOME
H “" H 2
3/6/2014 104 PENDING |[NORMAL[Tatest 1, Funeral DIREC [atest 1, Funeral DIREC | FUNERAL HOME , click on Dlsplay °
3/6/2014 105 Pending |NORMAL|Iatest 1. Funeral DIREC (Iatest 1. Funeral DIREC UNKNOWN
3/11/2014 109 Pending |NORMAL|Babette Blue FUNERAL HOME ,
3/11/2014 110 Pending |NORMAL|Bobette Blue FUNERAL HOME , | [/
3/13/2014 113 PENDING | NORMAL [KAREN SMITH
3/13/2014 116 PENDING | NORMAL |ELLEN WARNER 1
3/14/2014 119 PENDING|NORMAL|Tom Cat FUNERAL HOME |
3/15/2014 125 PENDING | NORMAL [Iatest 1, Funeral DIREC |Iatest 1, Funeral DIREC | FUNERAL HOME |
< I ] |
e
s
L

The Applicant will appear. Select the a to
enter payment.

Page 10




Payment for Services

Payment
Payment Date Payment Type Check/MO Number  Payment Amount
03/29/2014 CASH M ] 20.00

Drawer Name

ange the Drawer for this payment.

User Create Name
IATEST 1. RECORDER POLK

Create Date/Time
03/29/2014 09:47:48

Internal payment notes

Enter the payment type. Be sure to enter
check number if applicable, and enter amount
paid.

If you are splitting the amount between 2
different money types, each money type must
be entered seperately.

Example: Someone pays $20 in cash and writes you a
check for $20. You will click the Plus button to access the
Payment screen, choose cash and $20 for the payment
amount. Click SAVE and Close. For the second amount,
click the Plus button to access the payment screen,
choose check, enter the check number and enter $20 for
the payment amount. Click SAVE and Close. The Payment
grid will reflect both payments.

. (Toa dppiaans Humber maaf b provend

e

Fayma~t Dwte Peymet Type (hach N depund Bpcept Mo Byturred Foy

4 e .00 L
1 3 ! B
2000 | 192 j

= Click SAVE and Close

Request and Payment Information

Select the “Requests” by double clicking on the
row.

You must save the record before trying to add a new request or

Requests E

t the first time. (The Applicant Number must be present)

Payments E

First Name Last Name Stat
Unknown PENDING 20.00 Pending

Event
DEATH Laura

otal Assigned To

Payment Date Payment Type Check Num Amount Receipt No Returned Pa
3/29/2014 CASH

20,00 119

Service Information

To add a service, click the Add New Service button or click the + (Plus) button.

To change service information, select a row and then change the information in the fields at the top of the paragraph.
To view the details of a service, double click an entry or select an entry and press ENTER key.

M! EW ENICE

Service Type
[Certlﬂed Copy

Fee Type
'l lStandard

Fee Type Copies Service Total Status Search? ServicelD

2000 PENDING Y

Event Type Service Type
Certified Copy Standard 1

DEATH

Services E

Revised 01/01/2017

Select the appropriate Service Type, Fee Type,
the number of copies requested and select

- Click Save Service

Page 11



Service Information

Teo add a service, click the Add New Service button or click the + (Plus) button,

To change service information, select a row and then change the information in the fields at the top of the paragraph.
To view the details of a service, double click an entry or select an entry and press ENTER key.

m Service Type Fee Type Copies Status
_ [ Certified Copy - [standard -1 PENDING

Event Type Service Type Fee Type Copies Service Total Status Search? ServicelD
20.00 PENDING Y

DEATH Certified Copy Standard 1

Services Q

Search

If the service is for a death or certain

hd birth event, select the service (should be

highlighted) and select the Search for
Event Record button.

= N
{] Search - Death S | B ||
File Search Fee/CAS Requests Tools Batch Help x
Search Criteria
State File Number Last Name Last Name Soundex First  Middle Name Sex Date of Death Facility Name

2014000007 Adams A352 Joseph Merle M 2/15/2014 Cass County Memorial Hospital-At|
“ | m ‘ 13
e [y Recoras Foun

Search Event L& ALERT PRESENT

F B
b Input Text NN X

Please enter the beginning document sequence or a range
of document sequences separated by a comma.

M Is high to low?

Cancel

Revised 01/01/2017

The index for the requested record should
appear.

Select Requests > Documents > Certificate
requests should appear.

Requests | Tools Batch Help

Documents 3 D Death Certificate

ST

Note: If the record was not found, the user
can select ‘Reset/Clear’ button and change
the search criteria.

Once the record is found, be sure not to
exit until the document has printed to
ensure safety paper was not damaged.

If the printer preferences was set to
“Requires document sequence prompt”,
the dialog box will display asking for the
safety paper number to be used. Enter the
safety paper number(s)and select “OK”

Note: If more than one document was
requested, the user may enter the first
safety paper number and the last safety
paper number, separated by a comma OR
just enter the beginning safety paper
number (the system will print out the total
number of safety paper based on the
number of copies you entered in the
service.)

Page 12




The next screen to appear is the Print Preview screen, once the record is reviewed you can print it from this

in the upper left

STATE OF IOWA
bows Deparment of Publbc Hostth

CERTIFICATE OF LIVE BIRTH

At-a-glance printing steps:

Search for Event Record

Click on Request/Documents

Enter the safety paper number

Preview image of certificate

Click on the print icon near the upper left hand corner
Close preview screen

Lol ol o ol ol o

Revised 01/01/2017 Page 13



New applications for fee purposes

b ——
72 Netsmart VRS - Home‘

File Search | Fee/CAS WorkQueue Tools Batch Blank Forms Administration Help

New

Applicant

These will be vital records that you print on

Search Deposit

county certified paper.

Cash Drawer

On the IVES Home Page,

click Fee/CAS > New > Applicant

MESSAGE OF THE DAY

BA 2.0.1 - Release 2.0.75
July 1, 2015

Netsmart=VRS | Netsmart Public Health, Inc. | www.ntst.com

~ Applicant e e ——— | oo

File Search Fee/CAS

Application Refund/Return/Info

Application Status ]
Applicant Mumbe [l Date of Application (mm/dd/yyyy) Apglication Type signed to (Queus) Priority ]

03/26/2014 [ ~| lENDING | [NORMAL -
ientcation beted (mm/cyyy) Completed y Required fields on this page are: Application

- fevome -] sy
Status, Date of Application, Application Type,

[renmatne First Name and Last Name. You can fill in

ci . . . R
Unitec Stes <] Jiona . ’ additional information you wish.
Address 1 Address 2 (optional) Zipcode
Phane (Primary) Fax (if applicable) Email ] Is Applicant Address same as mailing? You must CliCk SAVE before proceeding to
ey em e (o e xn
Services prOCGSSing a payment.

Total Amount Charged - Total Amount Paid = Amount Due State Amount Local Amount
0.00 0.00 0.00

Request and Payment Information

You must save the record before trying to add a new request or payment the first time. (The Applicant Number must be present)

Adding a new event. 0 Aerts: -|

Revised 01/01/2017 Page 14



S Requests Agtions WorkQueve Linking Tools Help

Refund Retum/into

Tiing ~ “Fiage i Request

Application Status

Applicant Number  Date of Application (mm/dd/yyyy) Application Type Assigned to (Quaue) Priority

192 03/26/2014 Counter +| [renoinG -] [normaL

Identification Status Date Completed (mm/dd/yyyy) Completed By
PENDING <] s

Applicant Information

First Name. Last Name Company/Agency Name
JOE SMITH

Country State Name City
United States ~| [towa

Address 1 Address 2 {optional) Zipeode

Email ¥l Is Applicant Address same as mailing?

Services
Total Amount Charged - Total Amount Paid = Amount Due State Amount Local Amount
0.00 0 0

Request and Payment Information

You must save the record before trying to add a new request or payment the first time. (The Applicant Number must be present)

File Search Fee/CAS Requests Actions Unking Tools Help

Payment for Services

Payment

Payment Date  Payment Type Check/MO Number  Payment Amount
03/26/2014 -
Drawer Name  fasial
|CHECK rtor the payment. |
| CREDIT CARD
Create Date/Time | MONEY ORDER Internal payment notes

03/26/2014 14:19:36 Bird, Melissa R

Next, you will add a payment. Click the E
button to access the Payment for Services
screen.

If you are processing a FREE VA, a FREE
marriage cerified copy, or a NO Fee
certificate there is no payment to enter. You
skip this step.

Adding a new event.

Revised 01/01/2017

Choose your payment type, enter check
number if applicable, and enter amount paid.

If you are splitting the amount between 2
different money types, each money type must
be entered seperately.

Example: Someone pays $20 in cash and writes you a
check for $20. You will click the Plus button to access the
Payment screen, choose cash and $20 for the payment
amount. Click SAVE and Close. For the second payment
type, click the Plus button to access the payment screen,
choose check, enter the check number and enter $20 for
the payment amount. Click SAVE and Close. The Payment
grid will reflect both payments.

ime. (The Applicant Number must be present)

Payment Date Payment Type Check Num Amount Receipt No Retumed Pay
3/26/2014 | cash | 2000|192 | |124
3/26/2004 | CHECK | 1234 | 2000|192 | |12

Page 15




~' Applicant

file Search Fee/CAS Requests

Application

Application Status
Applicant Number
192

Identification

Applicant Information

PENDING |

Actions Work Queue Linking Tools Help
il Flags " “Reassign Request = Refund/Return/info
Date of Application (mm/dd/yyyy) Application Type Assigned to (Queue) Priority
[03/2672014 Counter -] [renpinG -] [noRmAL - Next, you will choose a Request type.
Status Date Completed (mm/dd/yyyy) Completed By

FYI -Applicants can request several records at

First Name Last Name Company/Agency Name
JOE SMITH B : : :
one time using this System .
Courtry State Name city
United States ~| [lowa -]
Address 1 Address 2 (optional) Tipcode
Phane (Primary) Fax (if applicable) Email Is Applicant Address same as mailing?

frr)_an e (r)_xo_wxx

Services
Total Amount Charged - Total Amount Paid = Amount Due State Amount Local Amount
0.00 40.00

Request and Payment Information

You must save the racord new request or payment the first time. (The Applicant Number must be present)

s

Payment Date Payment Type Check Num Amount ReceiptNo Returned Pa
3/26/2004 | casH | | 2000|182 | |12

3/26/2014 | CHECK [1234 | 2000]192 | [12
2l m ] :

Event data wa:

file Search Fee/CAS Requests Actions Linking Tools Help

Service

Marital Information Flags

Requested Record Information

p  Date of Event or Beginning Date (mm/dd/yyyy) End Date - if exact date is known enter here also (mm/dd/yyyy)
[ | st 14 Required fields are framed in Red: Type of
First Name Middle Name Last Name Identifier

Event, First Name of person on record,
Last Name, Purpose of Request and
Relationship to person of request.

PurEose of Reiuesl Relatiansh\f

Service Totals for this request
Total of Services for this Request State Amount Local Amount

Service Information

To add a service, click the Add New Service button or click the + (Plus) button,

To change service information, select a row and then change the information in the fields at the top of the paragraph.

To view the details of a service, double click an entry or select an entry and press ENTER key.
o Service Type Fee Type

Add New Service l v] [ v]

Status
PENDING

Copies

=

.

Search
Search for Event Record
System

Applicant ID

eue Assignment Tracking Number (Ups/VC/FedEx)

Request Status Date Status Changed Changed By
91

Location Code
CNTY-054

Adding a new event.

User Location Description
Keokuk

Revised 01/01/2017
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Ele Search Fee/CAS Requests

Actions  Linking Jools Help

Service Marital Information Flags

Date of Event or Date (mm/dd/yyyy) End Date - if exact date is known enter here also (mm/dd/yy

pe of Event ] i
| BIRTH M| I/ I/
First Name Middle Name Last Name

Williams

Identifier

Jane

Purpose of Request

Legal

|

Service Totals for this request

Service Information

After completing the Requested Record
Information, you must SAVE.

To add a service, click the Add New Service butten o click the + (Plus) button.
To change servica information, select a row and then change the information in the fields at the top of the paragraph.
To view the details of a service, double click an entry or select an entry and press ENTER key.

Fee Type

o) Service Type
[ 1 -

Status
PENDING

Copies

.|

G
Services |3

Search
Search for Event Record

System

Request Status Date Status Changed Changed By Applicant 1D Request Queue Assignment
PENDING < s 192 ( -

Location Code
CNTY-054

User Location Description
Keokuk

Tracking Number (Ups/VC/FedEx)

Adding a new event. 0 Alerts:

Ele Search Fee/CAS Requests Agtions Linking Tools Help

Service Marital Information

Requested Record Information

pe of Event _ Date of Event or Beginning Date (mm/dd/yyyy) End Date - if exact date is known enter here also (mm/dd/yyyy)
_BIRTH ~| s i

Middle Name

Last Name

Williams
Relationship
T —

Identifier

btals for this request

Services for this Request State Amount Local Amount

formation
service, click the Add New Service button or click the + (Plus) button.
e service infqumation select 20w and dhon chapoe tho inioration

Service Type Fee Type Status

PENDING

Copies

[ —
Add New Service

.

.
Services |

Next you will add the service type.

Under Service Information, click the Add New
Service button. Choose the Service Type,
choose the Fee Type, enter the number of
Copies you need, and click the Save Service
button.

Location Code
CNTY-054

User Location Description
Keokuk

Search
Search for Event Record
System
Request Status Date Status Changed Changed By Applicant 1D Request Queue Assignment Tracking Number (Ups/VC/FedEx)
PENDING ~| 03/26/2014 Bird, Melissa R. 192 [ -

Event data was saved.

W Service Type Fee Type Copies  Status
SRS ICertiﬂedCopy +| [Standard o1 PENDING M e

The service you added will populate in the grid.
If you have collected money for more than one
service, repeat the process as needed, and
click Save Service each time. The grid will
populate accordingly.

Event Type Service Type
DEATH

Status  Search? ServicelD

2000 PENDING Y 303

Fee Type Copies Service Total
Certified Copy Standard 1

R
services s

Revised 01/01/2017
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m Service Type Fee Type Copies  Status m
_ [certfied Copy - [standars -1 PENDING - -

Services Q

Event Type Service Type Fee Type Copies Service Total Status Search? ServicelD
DEATH Certified Copy Standard 1 20,00 PENDING Y

BIRTH and DEATH IN IVES

If the service is an IVES death or certain
birth event, click to highlight the service
and select the Search for Event Record

button.

L

| Search - Death = | B

File Search FeefCAS Requests/Documents Tools Batch Help x

Search Criteria

State File Number Last Name Last Name Soundex First  Middle Name Sex Date of Death Date Filed Place of Death County
2014900052 |ANDERSON| 536 |Mark] aLLEn [M 31472014 |3/15/2014 | Olmsted

< n ]
hi set/Clea i h- Isp i}i Records Found: 1

Search Event
L

-

@2 Input Text = | B |

Please enter the beginning document sequence or a range
of document sequences separated by a comma.

M Is high to low?

Revised 01/01/2017

The requested record should appear.

Select Requests/Documents > Documents >
Certificate requests should appear.

Requests/Documents = Tools Batch Help

Note: If the record was not found, the user
can select ‘Reset/Clear’ button and change
the search criteria.

Once the record is found and printed, be
sure not to exit until the document has
been reviewed to ensure safety paper was
not damaged.

If the printer preferences is set to “Requires
document sequence prompt”, the dialog
box will display asking for the safety paper
number. Enter the safety paper
number(s)and select “OK”

Note: If more than one document was
requested, the user may enter the first
safety paper number and the last safety
paper number, separated by a comma OR
just enter the beginning safety paper
number (the system will print out the total
number of safety paper based on the
number of copies you entered in the
service.)

Page 18




The next screen to appear is the Print Preview screen, once the record is reviewed you can print it from this

in the upper left

STATE OF IOWA
bowa Departrment of Prbic Hestth

CERTIFICATE OF LIVE BIRTH

At-a-glance printing steps:

Search for Event Record

Click on Request/Documents

Enter the safety paper number

Preview image of certificate

Click on the print icon near the upper left hand corner
Close preview screen

Lol o o ol ol o

Revised 01/01/2017 Page 19



~ Regquest

File Search Fee/CAS Requests/Documents

Service Marital Information Flags

Requested Record Information
Date of Event or Beginning Date (mm/dd/yyyy) End Date - if exact date is known enter here also (mm/dd/yyyy)

Type of Event
'] 01/01/1940 ‘ | 09/20/1945

[marRIAGE

First Name Middle Name Last Name Generational Identifier

william

Purpose of Request
Family History hd

Service Totals for this request
Total of Services for this Request State Amount Local Amount
0.00 0.00 0.00

Relationship

‘[Geneology 'I

Service Information

To add a service, click the Add New Service button or click the + (Plus) button.
To change service information, select a row and then change the information in the fields at the top of the paragraph.
To view the details of a service, double click an entry or select an entry and press ENTER key.

(Cnnaato
EWSSIES [Cenlﬂsd Copy
Event Type Service Type

MARRIAGE | Certified Copy | Standard | 1
Services (i MARRIAGE | Waiver |standard |1 |

Fee Type Copies Status

“Save Service |
~| [standard -1 [PEnDING -

_

Fee Type Copies Service Total Status Search? ServicelD
| 2000 |PENDING ¥ | 15939

s00|penDING [v | 15980

Non-IVES Certificate(s)

Notice of Record Search

" B
4 Input Text E@Iﬂ

Please enter the beginning document sequence or a range
of document sequences separated by a comma.

M Is high to low?

Revised 01/01/2017

NON-IVES CERTIFICATES

If the request is for a Non-IVES
Certificate (Certain Birth or Marriage)
the user would not select the “Search
for Event button”, instead simply print
your documents as you do today using
the County Safety Paper and select the
Select Requests/Documents >
Documents > Non-IVES Certificate(s)
from the Menu.

Enter the County safety paper
number(s) used in the dialog box and
select “OK”

Note: If more than one document was
requested, the user may enter the first
safety paper number and the last
safety paper number, separated by a

comma.
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Fle Search Fee/CAS Requests Actions Linking Tools Help

Service

Wantal information ™" Flage

Requested Record Information
Type of Event
|oeath

Date of Event or Beginning Date (mrm/dd
~| [03/0172014

First Name Middle Name Last Name

Purpose of Request

Funeral Home Director  ~

Service Totals for this request

End Date - if exact date is known enter here also (mm/dd/yyyy)
| [03/01/2014

Generational Identifier

Relationship

Funeral Home Director -

Total of Services for this Request State Amount Local Amount
20,00 16.00 400

Service Information

To add a service. click the Add New Service button or click the + (Plus) button,
To change service information, select a row and then change the information in the fields at the top of the paragraph.

After user has completed processing all the
requests for the Service.

= Click SAVE

= The statuses should all change to

To view the details of a service, double click an entry o select an entry and press ENTER key.

[“Add New Service |

Event Type Service Type
DEATH

Service Type
[Certified Copy

Status.

COMPLETED - ﬁ

Search? ServicelD

Fee Type Copies
~| [standara MR

Fee Type Copies Service Total Status

Certified Copy Standard 1

20.00 COMPLETED Y

Search
earch for Event Record
System
Request Status fBte Status Changed Changed By Applicant ID Request Queue Assignment Tracking Number (Ups/NVC/FedEx)
03/29/2014 IATEST 1, RECORDER POLK| |103 Pending -
Location Code User Location Description

CNTY-077

Polk

“Completed”.

Event data w: X

Thppiicant T e - —— -

File Search Fee/CAS

Requests/Documents  Actions Work Queue Linking Tools Help

Refund/Return/Info

Reassign Request

Application Mailing Billing Flags

Application Status
Applicant Number
10548

Assigned to (Queue)

Priority

Date of Application (mm/dd/yyyy) Application Type
07/16/2015 gunta

Identification
Drivers License M

Applicant Information

Status

First Name Last Name

sam nichols

Country State Name

United States '1 Iluwa
Address 1 Address 2 (optional) Zipcode

Phane (Primary) Fax (if applicable) Email 9 15 Applicant Address same as mailing?

[ R (v ww_wwx

Services
Total Amount Charged - Total Amount Paid = Customer Overpaid State Amount Local Amount
90.00 100.00 (10.00) 69.00 21.00

Request and Payment Information

You must save the record before trying to add a new request or payment the first time. (The Applicant Number must be present)

Requests E Payments a

Close the Service and return to the
Application tab.

In order to complete the transaction in
full, you are required to manually change
the status of the application. Under
Application Status, change the Status
from PENDING to COMPLETED and enter
the Date of Completed. Click SAVE
(COMPLETED appears in the Status box,
Date Completed filled, and name appears
in the Completed By box)

Close application

Event First Name Last Name Status

DEATH | mark

Total Assigned To

| Anderson | compLETeD |65.00] | 7162015 | casH | 10000] 10548

Payment Date Payment Type Check Num Amount Receipt No Returned Pa

| |85

MARRIAGE [william  [allen | COMPLETED [ 25.00 \ T 0

] ¥

Revised 01/01/2017
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Damaging Spoiled Safety Paper

/% Netsmart VRS - Home

[E=REER

File
Birth
Death

Messages

Inventory

Inventory Stock

Search | FeefCAS Work Queue Tools

Document Tracking

Inventory Transactions

Inventory Orders

Certified Paper Assignment

Batch Blank Forms Administration Help

BA 2.0.1 - Release 2.0.75
July 1, 2015

Search - Inventor

Search Criteria Results

Ttem

File Search Fee/CAS Requests/Documents Tools Batch

County Certified Paper
OTHER
State Certified Paper

-

Owner

Headerid

Search Event

Netsmart=VRS | €& 1998-2015 | Netsmart Public Health, Inc. | www.ntst.com

The” Inventory” allows users to monitor what

documents were printed or damaged.

Select Search> Inventory from the Menu.

[ Search - Inventory

Help

Search Criteria

X File Search FeefCAS Requests/Documents Tools Batch

Help

Ttem

On Hand

Category

County Certified Paper Keokuk

Location of Owner Owner Category OnHand Headerid INVENTORYHEADERID1
STORE

978 341 341

e L ~ecos Foun 1
Search Event

1) In the search grid, choose the type of paper and click Search

at the bottom.

2) The HeaderID for the paper will appear, double click on it OR

click on the Display box to open Inventory.

Revised 01/01/2017
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Marking “Available” Paper as DAMAGED

' Inwntery (Event Year = Z072) Y oo

File Search FeefCAS Requests/Documents Actions Linking Tools Administration Help

Item Information Skipped Stock System

Item -

Headerid Item Location of Qwner Qwner

2 [aa(eCertiﬁed Paper 'I mra\ Location 'l mR If the pa per appea rs in the
Item Description General Category (PAPER, FORMS, PENCILS..) Unit (Pack/Bex/Ream..)  Count per unit

State Certified Paper 1722001-1725000 IVES EACH 500 . . .

Available in Stock Grid:

Summary

Quantity Ordered Quantity Received Quantity Shipped Quantity Available

0 5125 0 -583

Click one time on the control number you need

PartDesc Quantity Start  End  StockiD to Damage this will highlight the line. Then click

State Certified Paper 1 1722050 | 1722050 | 52 —E the E‘ S|gn under Tl'ansactlon DetaI|S. The
State Certified Paper 1 1722071 (1722071 |73

State Certified Paper 1 1722072 | 1722072 | 74 transaction page will appear.
State Certified Paper 1 1722073 | 1722073 | 75

W | State Certified Paper 1 1722144 1722144 | 146

State Certified Paper 1 1722150 | 1722150 | 152

State Certified Paper 1 1722152 1722152 | 154

State Certified Paper 1 1722216 | 1722216 | 218

State Certified Paper 1 1722220|1722220 | 222

State Certified Paper 1 1722238 | 1722238 | 240
bete Comifiodn 2 2791274 [ 2720274

W Paper Sheet
€ ew a N D
Transaction Details

Item Part Desc Date Transaction Quantity Start End Ship To Notes

State Certified Paper 4/21/2014 RECEIVE 500 1722001 1722500 :

State Certified Paper 4/21/2014 | SPUT-ALL-TO-STOCK | 500 1722001 | 1722500

State Certified Paper 4/21/2014 | USE 1 1722001 | 1722001 D Death Ce
iage Certified Paper 4/21/2014 | USE 1 1722002 | 1722002 D Death Ce A
5§ [e Certified Paper 4/21/2014 | USE 1 1722003 | 1722003 D Death Ce

a _S e Certified Paper 4/21/2014 | USE 1 1722004 | 1722004 D Death Ce
sl E Certified Paper 4/21/2014 | USE 1 1722021 1722021 Non-IVES €
| State Certified Paper 4/22/2014 | USE 1 1722041 1722041 Non-IVES € .

r
" Inventory Transactions (Event Year = 2013)

File

Search Fee/CAS Requests/Documents Actions Linking Tools Administration Help nter Transaction Date Choose
- 7’

Transactions

Transaction type DAMAGED, and click
”’Pull Info from selected Stock”. The
quantity and Begin/End number will
automatically pull from the previous
screen. You can also enter a note.

Item Information
Item
State Certified Paper

User Location Person Assigned

STORE

Transaction

Transaction Date rt or Desc

| | 02/10/2016 |

ransaction
DAMAGED

Quantity Begin number _ End Click Save and Close.
[1 | [1700815 | [1700915 |
Motes

This paper was damaged-jammed in printer-- or printed wrong cert - ETCJ

Status Send to Userlocation

I Split stock into smaller number ranges
Count Start End
I Count Start End
Adding a new event. 0 Alerts:
(|
¢ —

Revised 01/01/2017 Page 23



+ Click on Refresh Stock View — this up refresh your screen.

State Certified Paper

State Certified Paper

State Certified Paper

State Certified Paper

State Certified Paper

I

Cdmdn il D e

Paper Sheet

4

Summary
Quantity Ordes

Available in Sto

Ttem PartDesc Quantity Start  End StocklD
State  ertified Paper 1 1722049 1722049 51 -
State [fertified Paper 1722050 | 1722050 | 52

1722071 [ 1722071 | 73
1722072 [ 1722072 | 74
1722073 [ 1722073 | 75
1722144 (1722144 | 146
1722150 [ 1722150 | 152
1722152 | 1722152 | 154
1722216 (1722216 | 218
1722220 [ 1722220 | 222
1722238 | 1722238 | 240

0 5126 )

-584

d Quantity Received Quantity Shipped Quantity Available

—
~ Inventory (Event Viar = 2014) i S i
Do
Item Informatig kipped Sto
State CertifiecfPaper 1722001-1728000 IVES EACH 500

State [fertified Paper

State fJertified Paper

State flertified Paper

State Jlertified Paper

State flertified Paper

State Qertified Paper

State Jfertified Paper

State fertified Paper

e e e e e e e e e

St#mﬁed Paper
PR ST

e

4 Once you select “[Refresh Stock View|” The Transaction Details Grid will reflect this action.
+ Your damaged paper now shows in the Transaction Grid.

Transaction Details

"

S —

ijesc Date Transaction Quantity Start End Ship To Motes
‘aper 12/10/2015 | VOID 1 1698318 | 1698318 Motice of Record Search
Taper 1/13/2016 | VOID 1 1698042 | 1698042 Mon-IVES Certificatel(s)
‘aper \ 1/13/2016 | USE 1 1698044 | 1698044 Mon-IVES Certificatel(s)
‘aper \ 1/13/2016 | VOID 1 1698045 | 1698045 Mon-IVES Certificatel(s)
‘aper \ 1/13/2016 | VOID 1 1698046 | 1698046 Mon-IVES Certificatel(s)
Q ‘aper x 1/27/2016 | DAMAGED 1 1698303 | 1698303
‘aper 1/27/2016 | DAMAGED 1 1698409 | 1698409
‘aper 1/27/2016 | VOID 1 1698409 | 1698409
!aper pFeFelaals LA R A AT [y 1 ‘Iﬂl%:!ﬂh 108330
‘aper 2/10/2016 | DAMAGED 1 1700915 | 1700915 This paper was damaged-j |

1

k

Revised 01/01/2017
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Marking “USED” paper as DAMAGED

Awvailable in Stock

Item PartDesc Quantity Start End StockID

State Certified Paper 1698394 | 1698394 | 600

State Certified Paper 1698403 | 1698403 | 609

State Certified Paper 1698420 | 1698420 | 626

State Certified Paper 1698425 | 1698425 | 631

State Certified Paper 1698497 | 1698497 | 703

If the paper appears in the

State Certified Paper 1698515 | 1698515 | 730

State Certified Paper 1698549 | 1698549 | 764

State Certified Paper 1698566 | 1698566 | 781

bottom Transaction Details Grid:

State Certified Paper 1698567 | 1698567 | 782

State Certified Paper 1698574 | 1698574 | 789

State Certified Paper 1698593 | 1698593 | 808

Click one time on the control number you need to

S N N N O T N P e

sas esifiod D acnoc1a l1coocaa

Paper Sheet
h"'l"ﬂ ock N id

Transaction Details

amage this will highlight the line. Then click the al

/ sign under Transaction Details. The transaction page

Ttem Part Desc Date Transaction Quantity Start End Shi Not| W|“ a ppea r.

State Certified Paper 5/2/2014 | USE 1 1700912 | 1700912 Nor

State Certified Paper 5/2/2014 | USE 1 1700913 | 17009, Nor

State Certified Paper 5/2/2014 | USE 1 1700914 | 17514 No

State Certified Paper 5/2/2014 | USE 1 1700915 | 1700915 Non-IVES €

State Certified Paper 5/2/2014 | USE 1 1700852 | 1700852 Non-IVES C
Q State Certified Paper 5/2/2014 | USE 1 1700853 | 1700853 Non-IVES C

State Certified Paper 5/2/2014 | USE 1 1700854 | 1700854 Non-IVES (|

State Certified Paper 5/2/2014 | USE 1 1700916 | 1700916 Non-IVES C

State Certified Paper 5/2/2014 | USE 1 1700918 | 1700918 Non-IVES C

State Certified Paper 5/2/2014 | USE 1 1700919 | 1700919 Non-IVES C

Stlate Certified Paper 5/&1‘20].4 USE 1 | 1700933 | 1700933 Non-IVES C™

‘ »

-
“ Inventory Transactions [Event Year = 2013)

Linking Tools Administration Help

File Search Fee/CAS Requests/Documents Actions

Transactions

Item Information

State Certified Paper Central Location STORE

il ~Transaction

Il Transaction Date  Transaction Part or Desc
u o fro elected Sto
il [ | -
| Quantity Begin number End
! o o |
Il Notes
|
| Status Send to Userlocation
oid sactio

I Split stock into smaller number ranges
Count Start End

Count Start End

Item User Location Person Assigned

The Transaction window opens.

m

||} Adding a new event. 0 Alerts:

Revised 01/01/2017
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~
' Inventory Transactions (Event Year = 2013) @ﬂg}

File Search FeefCAS Requests/Documents Actions Linking Tools Administration : Enter the Transaction

E—— information: Date,
Item Information - Tl‘ansaction Type iS
Item User Location Person Assigned H
State Certified Paper Central Location STORE (DA_hdAGED), Quantlty’
Begin number and End
Transaction

number. Add a note if

Transaction Date  Transaction - Part or Desc
02/10/2016 [DAMAGED . ] Pull'info from Selected Stock you wish_

Quantity Begin number End -]
|1 | [1700815 | | 1700915 | 1
MNotes

This paper was damaged-jammed in printer-- or printed wrong cert - I:Td

Status Send to Userlocation
Void Transaction

Split stock into smaller number ranges
Start End

Count

Count Start End

Adding a new event. 0 Alerts:

+ Click on Save in the Upper Right-hand corner

=+ You will get a new screen that says “Saving the Event”

+ The fields on the Transaction screen will change to Grey and show the Status as COMPLETED
+ Click Close X

v Inventory Transactions (Event Year = 2013) E@g

File Search FeefCAS Requests/Documents Actions Linking Tools Administration Help

Transactions
Item Information

Item User Location Person Assigned
State Certified Paper Central Location STORE

Transaction

Transaction Date  Transaction Part or Desc

02/10/2016 DAMAGED et

Quantity Begin number End
1 ‘ ‘ 1700915 | ‘1700915

Notes
This paper was damaged-jammed in printer-- or printed wrong cert - ETC.

status " Send to Userlocation

Split stock into smaller number ranges
Count Start End

Count Start End

Event data was saved. 0 Alerts:
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+ Click on Refresh Stock View — this up refresh your screen.

State Certified Paper

State Certified Paper

State Certified Paper

State Certified Paper

State Certified Paper

I

Chmtm

D B & P

1

Paper Sheet

+ Once you select “[Refresh Stock View|” The Transaction Details Grid will reflect this action.
+ Your damaged paper now shows in the Transaction Grid.

Transaction Details

Part Desc Date Transaction Quantity Start End Ship To Notes
‘aper 12/10/2015 | VOID 1 1698318 | 1698318 MNotice of Record Search
‘aper 1/13/2016 | VOID 1 1698042 | 1698042 Mon-IVES Certificate(s)
‘aper 1/13/2016 | USE 1 1698044 | 1698044 Mon-IVES Certificate(s)
‘aper 1/13/2016 | VOID 1 1698045 | 1698045 Non-IVES Certificate(s)
‘aper 1/13/2016 | VOID 1 1698046 | 1698046 MNon-IVES Certificate(s)
Q ‘aper 1/27/2016 | DAMAGED 1 1698303 | 1698303
‘aper 1/27/2016 | DAMAGED 1 1698409 | 1698409
‘aper 1/27/2016 | VOID 1 1698409 | 1698409
RIS 24342018 | DAMACED) 1 15983301 1592320
r ‘aper 2/10/2016 | DAMAGED 1 1700915 | 1700915 This paper was damaged-j
“ " »

Revised 01/01/2017
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/N Netsmart VRS - Home

Death

Messages

Document Tracking

User Maintenance
Inventory

Inventory Transactions

Inventory Orders
Inventory Stock
Security Question

Certified Paper Assignment
Prod P é

April 18, 2014

Restocking Paper

File | Search Fee/CAS WorkQueue Tools Batch Blank Forms Administration Help

To Restock paper that has not been printed on, but the IVES
system shows as USED, follow these steps.

Select Search> Inventory from the Menu.

Search Criteria

County Certified Paper

OTHER j

State Certified Paper
Owner Category

Headerid

On Hand

(SRS SS———

B S ; —— —— o —

File Search FeefCAS Requests/Documents Tools Batch Help

Search critena

Ttem Location of Owner Owner Category OnHand Headerid INVENTORYHEADERID1
County Certified Paper Keokuk STORE 978 E2a) 311

B o o1

Search Event

Inventory.

1) In the search grid, choose the type of paper and click Search
at the bottom.

2) The HeaderID for the paper will appear, double click to open

Revised 01/01/2017
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[
Summary

Available in Stock

Quantity Ordered Quantity Received Quantity Shipped Quantity Available

Item PartDesc Quantity Start  End StockiD
State Certified Paper 1 999022 | 999022 | 367215
State Certified Paper 1 999023 | 999023 [ 367216
State Certified Paper 1 999024 | 999024 | 367217
State Certified Paper 1 999025 | 999025 | 367218
State Certified Paper 1 999026 | 999026 | 367219
W | State Certified Paper 1 999027 | 999027 | 367220
State Certified Paper 1 999028 | 999028 | 367221
State Certified Paper 1 999029 | 999029 | 367222
State Certified Paper 1 999030 | 999030 | 367223
State Certified Paper 1 999031 | 999031 | 367224
State Certified Paper 1 999032 | 999032 | 367225
o san anom .

Paper Sheet

Transaction Details

Item Part Desc  Date  Transaction

Quantity Start | End

Ship To Notes

State Certified Paper 3/2/2016 | RECEIVE
1 i i

| 201
I

| 999000 | 999800 |
Il I Il

~* Inventory (Event Year = 2014)

File Search Fee/CAS Requests/Documents Actions Linking Tools Administration Help

Skipped Stock System
General Category (PAPER, FORMS, PENCILS...) Unit (Pack/Box/Ream...)

Item Information

Ttem Description

Count per unit

Note: Restocking paper is a Two-
Step process. The paper number
must be Voided first, then you
enter paper again to Restock it.

Enter the Paper Sheet you want to
work with, click Find the Stock
Number.

You will get a Pop-up that says
“Not in Top Grid” click Ok.

The piece of paper will be
highlighted and appear with a
Transaction type of USE in the
Transaction Details Grid.

Double click the line of the paper
that you wish to restock in the
Transaction Details. The Inventory
Transaction page will appear.

State Certified Paper 1722001-1728000 IVES EACH 500
Summary
Quantity Ordered Quantity Received Quantity Shipped Quantity Available
0 5126 0 -586
Available in Stock
Item PartDesc Quantity Start End StockID
State Certified Paper 1 1722049 | 1722049 | 51 :
State Certified Paper 1 1722050 | 1722050 | 52
State Certified Paper 1 1722071 1722071 |73
State Certified Paper 1 1722072 | 1722072 | 74
State Certified Paper 1 1722073 | 1722073 | 75
W | State Certified Paper 1 1722144 [ 1722144 | 146
State Certified Paper 1 1722150 1722150 | 152
State Certified Paper 1 1722152 (1722152 | 154
State Certified Paper 1 1722216 (1722216 | 218
State Certified Paper 1 1722220 (1722220 | 222
State Certified Paper 1 1722238 | 1722238 | 240
Chmin mctifind D 2 PEETUEY PESEEE B 1
Paper Sheet ;
PartDesc  Date  Transaction Quantity Start  End Ship To Notes
State Certified Paper | | 342015 |use [1 | 1723841 | 1723641 | | D Death1r
State Certified Paper 3/4/2015 | USE 1 1723642 | 1723642 D Death C
State Certified Paper 3/4/2015 USE 1 1723594 1723594 D Death
State Certified Paper 3/4/2015 | USE 1 1723595 | 1723595 D Death It
a State Certified Paper 3/4/2015 | USE 1 1723616 | 1723616 D Death C:l
State Certified Paper 3/4/2015 | USE 1 1723617 | 1723617 D Death I
State Certified Paper 3/4/2015 | USE 1 1723618 | 1723618 D Death C
State Certified Paper 3/4/2015 | USE 1 1723619 | 1723619 D Death C
State Certified Paper 3/4/2015 | USE 1 1723620 | 1723620 D Death C
State Certified Paper 3/4/2015 | USE 1 1723821 | 1723621 D Death C
State Certified Paper 3/4/2015 | USE 1 1723622 | 1723622 DDeathC~

Revised 01/01/2017
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~" Inventory Transactions (Event Year = 2013}

File Search Fee/CAS Requests/Documents Actions Linking Tools Administration Help

Transactions

Item Information

Item User Location
State Certified Paper

Person Assigned

Central Location STORE

Transaction

Non-IVES Certificate(s)

Status

ﬂ to Userlocation

Split stock into smaller number ranges
Count Start End
| | | | | |

Count Start

Transaction Date  Transaction Part or Desc
[orapors ] use ] L
Quantity Begin number End

|1 | 1999020 | 1999020 |

Notes

Editing an existing event. 0 Alerts

" Inventory Transactions (Event Year = 2013)

File Search Fee/CAS Requests/Documents Actions Linking Trols Administration Help

Transactions

Itemn Information

Item User Locatiop Person Assigned
State Certified Paper STORE
Transaction
Transaction Date  Transaction Part or Desc

10/14/2016 VOID

Quantity Begin number End
1 999020 [999f20
Notes /

Non-IVES Certificate(s) /
Status Send to Userlocation
Void Transaction

COMPLETED
Split stock into smaller number ranges
Count Start End

Count Start End

Make sure to review your

, information.

y

Click on

The Transaction changes from USE
to VOID and the information will
be greyed out.

After you do your Save, the Status
will be COMPLETED.

Save>Close

Event data was saved. 0 Alerts:

Revised 01/01/2017
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Smentory(entVear=2014) [ el e

File

Search Fee/CAS Requests/Documents Actions Linking Tools Help

Ttem Information

= :
Headerid Trem Lacation of Owner Qwner
341 County Certified Paper ] |Keokuk OTHER ~| sTore
Ttem Description General Category (PAPER, FORMS, PENCILS..) Unit (Pack/Box/Ream..) Count per unit
County Certified Paper EACH
Summary
Quantity Ordered Quantity Received Quantity Shipped Quantity Available E‘
0 987 o 950
From the Inventory page, click the
Available in Stack
. .
L xiDe Quantty Stat _id L StoddD . , under Transaction Details, and the
County Certified Paper 1 4154051 4154051 263483 |-
County Certified Paper 1 4154052 | 4154052 | 263484 : : :
County Certified Paper 1 4154053 | 4154053 | 263435 Inventory Transaction window will
County Certified Paper 1 4154054 | 4154054 | 263436
County Certified Paper 1 4154055 | 4154055 | 263487 appear.
0 | County Certified Paper 1 4154056 | 4154056 | 263488 / = s Sl i
County Certified Paper 1 4154057 | 4154057 | 263489 -
County Certified Paper 1 4154058 | 4154058 | 263490 > - 3
County Certified Paper 1 4154059 | 4154059 | 263491 >
County Certified Paper 1 4154060 | 4154060 (263432 | g
County Certified Paper 1 4154061 | 4154061 | 26349
PartDesc  Date Peaction Quantity Start  End  ShipTo Notes
County Certified Paper 14 | voiD 1 4154020 | 4154020 Non-IVES “
County Certified Paper 4/22/2014| voID 1 4154021 | 4154021 Non-IVES
County Certified 4/22/2014 ] UsE 1 4154018 | 4154018 Non-IVES
County Paper 4/22/2014 | UsE 1 4154022 | 4154022 Non-1v E|
ertified Paper 4/25/2014 | USE 1 4154023 | 4154023
G County Certified Paper 4/28/2014 | USE 1 4154024 | 4154024 Non-IVES
[Acid = new INVENTORYDETAIL, 4/28/2014 USE 1 4154025 | 4154025 Non-IVES
County Certified Paper 4/28/2014 | UsE 1 4154026 | 4154026 Non-IVES
County Certified Paper 4/28/2014 ] USE 1 4154027 | 4154027 Non-IVES
County Certified Paper 4/28/2014 | USE 1 4154028 | 4154028 Non-IVES
County Certified Paper 4/28/2014 | USE 1 4154029 | 4154029 Non-IVES
[ i ] . 2
Editing an existing event. 0 Aler -|

—

" Inventory Transactions (Event Year = 2013)

File Search Feef/CAS Requests/Documents Actions Linking Tools Help

Transactions

Item Information Enter the date, Transaction Type RESTOCK, the quantity,

fem User Location Peson Assl - Baginning and ending control number.

State Certified Paper Story STORE
Transaction Save>C|Ose

Transaction Date  Transaction Part or Desc

[owouns ] [restoce ) s .

_ ) You can enter a series of numbers. Make sure the

Quantity Begin number End

4 | [47725a1 | [47725a4 ] quantity matches the total number of control numbers
Notes

Send to Userlocation

Split stock inte smaller number ranges
Count Start End

Count Start End

Revised 01/01/2017 Page 31



~'| Inventory (Event Year = 2015)

File Search Feef/CAS Requests/Documents Actions Linking Tools Help

System

Skipped Stock

Item Information

State Certified Paper EACH
Summary

Quantity Ordered Quantity Received Quantity Shipped Quantity Available

0 4004 0 3959

Available in Stock

Click Refresh Stock View, and AT THE
BOTTOM of the Available in Stock, your
paper is restocked.

Item PartDesc Quantity Start End StockID
State Certified Paper 4775225 | 4775225 | 247749

State Certified Paper 4775226 | 4775226 | 247750

State Certified Paper 4775227 | 4775227 | 247751

State Certified Paper 4775228 | 4775228 | 247752

Click one time to highlight the line that you

State Certified Paper 4775229 | 4775229 | 247753

W | State Certified Paper 4775230 | 4775230 | 247754

just restocked in the Available in Stock.

State Certified Paper 4775231 | 4775231 | 247755

Click the & under Transaction Details and

State Certified Paper 4775232 | 4775232 | 247756

State Certified Paper 4775233 | 4775233 | 247757

4775234 | 4775234 | 247758

State Certified Paper

= NN TR NN T R N T

the Inventory Transaction window will

State Certified Paper 4772541 4772544 366166 a p pea r
Paper Sheet
as| ock V d . b
Transaction Details
Ttem Part Desc Date Transaction Quantity Start End Ship To MNotes
State Certified Paper 5/6/2014 | USE 1 4772538 | 4772538 D Death Ce *
State Certified Paper 5/6/2014 | USE 1 4772539 | 4772539 D Death Ce
State Certified Paper 5/6/2014 [ USE 1 4772540 | 4772540 D Death Ce
te Certified Paper 5/6/2014 [ VOID 1 4772541 | 4772541 D Death Ce
ate Certified Paper 5/6/2014 [ VOID 1 4772542 | 4772542 D Death Ce
E | Jate Certified Paper 5/6/2014 [ VOID 1 4772543 | 4772543 D Death Ce
ate Certified Paper 5/6/2014 | vOID 1 4772544 | 4772544 D Death Ce
State Certified Paper 5/6/2015 | USE 1 4772545 | 4772545 Notice of R
State Certified Paper 5/6/2015 | USE 1 4772546 | 4772546 Death VA
State Certified Paper 8/4/2015 [ RESTOCK 4 4772541 | 4772544 i;|
« | m ] »

" Inventory Transactions (Event Year = 2013)

File Search Fee/CAS Requests/fDocuments Actions Linking Tools Help

Transactions

Item Information
Item User Location Person Assigned

State Certified Paper Story STORE

Transaction

Transaction

Part or Desc
| (spur-ALLTO-sTOCK ~] (“Piifinfo from Selecied Stock |

Transaction Date

| 08/04/2015

Quantity Begin number End

|4 ‘ | 4772541 | |4??2544 |
Notes

Send to Userlocation

Split stock into smaller number ranges
Count Start End

Count Start End

Enter the date, Transaction Type SPLIT-ALL
—TO-STOCK, and Click Pull info from
Selected Stock.

The Quantity, beginning and end number
will appear.

Save>Close.

Click Refresh Stock View, Save>Close.

Adding a new event. 0 Alerts:

Revised 01/01/2017
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Safety Paper Tracking

e - kRGeS I Users can also monitor what safety paper goes with the
Birth
Death

application and who processed the application.

Messages Select Search> Document Tracking from the Menu.
Document Tracking :
Inventory Reco Note: Document Tracking can also be found under Actions menu

| t T cti o .
nuentory fransactions when you have the application up.

Inventory Orders

Inventory Stock

Certifiad Paper Assignment

DA 3N A MNalanan 3070

i Search - Document Tracki

File Search Fee/CAS Requests/Documents Tools Batch Help x

State File Number System field Year Printed Document Name Printed Date Printed

Type Paper Begin Document Num (press F1) End Document Nurm Enter the information you have in the fields
- 4772541

Printed By Printer Name and Sea rCh.

Event EventID Locatien Printed Void Flag

Applicant ID Request ID

- — I — s Bt -

File Search FeefCAS Requests/Documents Tools Batch Help x

Search Criteria

State File Number System field Event Year Document Name Printed Date Printed Type Paper Begin Document Num (pres)
2014005858 2014 D Death Certificate 5/6/2014 4772541

Results will give you the state file number of
the record, the document name , document
number(s) that is associated with the
application, the person who printed the
record, the applicant ID, etc.

Click on Display and it will bring up the
application.

) (B R-cors Foun: 1
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File Search FeefCAS Work Queue Tools

Search for an Application - Processed
2 Netsmart v - Home I

New

Batch Blank Forms Administration Help

Search

Applicant

Request

Service

Payment

Deposit

Cash Drawer

MES SAGE OF THE DAY

Release 1.0.21
March 19, 2014

Hle Search Fee/CAS Requests WorkQueue Tools

Search Criteria

SEAR

Applicant First Name

Application Type

Date Application  Applicant Number

Company/Agency Name

Assigned to (Queue)

Last Name

L. Search - Applicant

Search Criteria

Results

Retumed Mail B

Priority

Phone 8ad Check Waming

Refund Date  Mail City Alert Count Refund Sent to Fiscal

Invoice HeaderID Assignment to other location Amount Due User location Code

File Search Fee/CAS Requests Work Queue Tools Batch Help

From the IVES Home Screen,

Click Fee/CAS > Search > Applicant

Fill in the Date of the Application you are
searching for.

Click Search at the bottom.

You will see a grid of all the
applications that meet the search
criteria. The Columns can be
rearranged simply by high lighting the

top column title and dragging to the

desired location.

Double click to open and review the

application.

Revised 01/01/2017

Date Application Applicant Number Status Priority  Applicant First Name Last Name Company/Agency Name Phone Bad Check Warning Application Type Ret
3/26/2014 148 COMPLETED | NORMAL | MELISSA BIRD N Counter N
3/26/2014 151 COMPLETED | NORMAL | MELISSA BIRD N Counter N
3/26/2014 154 COMPLETED | NORMAL | MELISSA BIRD N Counter N
3/26/2014 162 COMPLETED | NORMAL [ MELISSA BIRD N Counter N
3/26/2014 165 COMPLETED | NORMAL | MELISSA BIRD N Counter N
3/26/2014 170 COMPLETED | NORMAL | MELISSA BIRD N Counter N
3/26/2014 171 COMPLETED | NORMAL | MELISSA BIRD N Counter N
3/26/2014 174 COMPLETED | NORMAL | MELISSA BIRD N Counter N
3/26/2014 175 COMPLETED | NORMAL | MEL BIRD N Mail N
3/26/2014 176 COMPLETED | NORMAL | MELISSA BIRD N Counter N
3/26/2014 177 COMPLETED | NORMAL | MEL BIRD N Counter N
3/26/2014 178 COMPLETED | NORMAL | KELSEY BAYLISS N Counter N
3/26/2014 179 COMPLETED | NORMAL| DAWN GOLDMAN N Counter N
3/26/2014 192 COMPLETED NORMAL JOE SMITH N Counter N

Click Close when finished.
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Cancelling a Service Request

To cancel a request and remove the
fee amount, change the Status to
CANCELLED, the system will change

Service Totals for this request

Total of Services for this Request State Amount Local Amount the number of copies to 0
40.00 3200 8.00
Service Information - Click Save Service Button

To add a service, click the Add New Service button or click the + (Plus) button,
To change service information, select a row and then change the information in the fields at the top of the paragraph.
To view the details of a service, double click an entry or select an entry and press ENTER ke

for the change in Service Totals
for this request to take.

w Service Type Fee Type Copies  Status
Plin Paper Copy +| [standard 0 CANCELLED v - _

Event Type Service Type Fee Type Copies Service Total Status Search? ServicelD
BIRTH Certified Copy | Standard | 2 40.00 | PENDING | Y 4
Services E BIRTH Plain Paper Copy Standard 0 0.00 CANCELLED Y 35

Cancelling an Application and Removing Fee

' Apglicant il —— - _

File Search Fee/CAS Requests/Documents Actions Work Queue Linking Tools Help

Application Mailing Billing Flags Reassign Request Refund/Return/Info

Application Status

Open the application you wish to

Applicant Number  Date of Application (mm/dd/yyyy) Application Type Assigned to (Queue) Priority
10568 [o8/04/2015 | [counter - | [Penoing - [noRmAL -

. cancel.
Identification Status Date Completed (mm/dd/yyyy) Completed By

Drivers License - PENDING - I

Applicant Information

If there is a payment, open the

First N. Last N. C /A N . . . .
Sy o [ . payment line item by double clicking
Country State Neme city on the payment line and change the
United States ~| [1ova - WAUKEE

Address 1 Address 2 (optional) Zipcode payment amount 50.

123 CHERRY LANE 50263

Phone (Primary) Fax (if applicable) Email ¥ Is Applicant Address same as mailing? .

freny e (e rneren Note: if the payment type was check
Services or money order, it must be changed
Total Amount Charged - Total Amount Paid = Amount Due State Amount Local Amount “« ”

20,00 20.00 0.00 1600 400 to “cash” then enter $0.

Request and Payment Information
You must save the record before trying to add a new request or payment the first time. (The Applicant Number must

Requests E Payments E

Event  First Name Last Name Status Total Assigned To Payment Date Payment Type Check Num Amount Receipt No Returned Pa
DEATH|Nancy | Miller | COMPLETED | 20.00 | 8/4/2015  CASH 2000 10568 85¢
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File Search Fee/CAS Requests/Documents Actions Linking Tools Help

Service Marital Information Flags

Requested Record Information

Type of Event Date of Event or Beginning Date (mm/dd/yyyy) End Date - if exact date is known enter here also (mm/dd/yyyy)

[oga | (o240 | [oaparane If there is a Request, open the

First Name Middle Name Last Name Generational Identifier . . . s .
Mildres F— T Request line item by clicking the line
Purpose of Request Relationship in the grid change the service status to
[Funeral Home Director '” | ||Funera\ Home Director '” either VOID or CANCELLED

Service Totals for this request

Total of Services for this Request State Amount Local Amount Save service
180,00 [64.00 16,00 ( P

Service Information

Save>Close.

To add a service, click the Add New Service button or click the + (Plus) button,
To change service information, select a row and then change the information in the fields at the top of the paragraph.
To view the details of a service, double click an entry or select an entry and press ENTER key.

o Service Type Fee Type Copies  Status ——
b S B | Certified Copy - [stancard o COMPLETED ZREEe

CANCELLED

Event Type Service Type

Fee Type Copies Service Total Status Search? §

DEATH Certified Copy Standard 4 80.00 COMPLETED Y

)
Services

~ Applicant

|6 w

File Search Fee/CAS Requests/Documents Actions Work Queue Linking Tools Help

Application Mailing Billing Flags Reassign Request Refund/Return/Info

Application Status

Applicant Number  Date of Application (mm/dd/yyyy) Application Type Assigned to (Queug) Priority
17261 | [os21/2004 | [fH-Pickap | [county pHpeNDING~ [NoRMAL v
Identification Status Date Completed (mm/dd/yyyy) Completed By

|| * [penoine [/ Change the Status of the

application to either CANCELLED

Applicant Information

First Name Last Name or VOID
Lyle Duane Donald ~| NONE
Country State Name Save>Close.
United States 'l IIowa v
Address 1 Address 2 (optional) Zipcode
203 South Green Street 52248
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Exchanging Certified Copies

NOTE: You can only exchange certified copies (state or county) issued from your county. DO NOT CHANGE THE
TRANSATION TYPE OF EXCHANGED PAPER TO VOID IN INVENTORY.

2 Netsmart VR - Home I .

File Search FeefCAS Work Queue Tools Batch Blank Forms Administration Help

New

From the IVES Home screen,
Search Applicant
Request FEE/CAS>Search>Request.

Service

Payment The Request information is the person

Deposit of record. Complete the requested

Cash Drawer

parties information (should match the

certified copy information that you

Release 1.0.34 are exchanging.)
July 30, 2014

File Search Fee/CAS Requests/Documents Tools Batch Help

Resulte
First Name Middle Name Last Name Date of Event
|

"[!TFE T EVEnT l REqQUEST Stats
[Request Queue Assignment l Tracking Mumber (Ups/VC/FedEx)
Applicant 1D Event Year Invoice HeaderlD Invoice DetaillD Reguestid User Location Code
Assigned to other location

File Search Fee/CAS Requests/Documents Tools Batch Help
Double click the request in which you

Search Criteria are exchanging.

First Name Middle Name Last Name Date of Event Type of Event Requesigg#
2/13/2014 ., APLETED NOTE: You may have more than one

john Dalton  |2/13/2014  |DEATH COMPLETED result. It that happens, you will need
john dalton 2/13/2014  |DEATH CANCELLED to open each request and cross-
reference the applicant information at

the bottom of the request page.
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File Search Fee/CAS Requests/Documents Actions Linking Tools Help

Service Marital Information Flags

Requested Record Information

Type of Event Date of Event or Beginning Date (mm/dd/yyyy) End Date - if exact date is known enter here also (mm/dd/ )
[pEatH -] [oz/13/2014 | [02/23/2014

Fj\;s;nName Middle Name Last Name Generational Identifier On the Request page' C|iCk ADD N EW
SERVICE, choose service Type, Fee

Purpose of Request ) Relationshi
_ Daughter, Step - .

Type will be EXCHANGED, complete
Service Totals for this request

Tetal of Services for this Request State Amount Local Amount the number Of COpies, d nd Save
0.00 0.00 0.00

Service.

Service Information
To add a service, click the Add New Service button or click the + (Plus) button.

To change service information, select a row and then change the information in the fields at the top of the paragraph. NOte . make sure that the COffeCt

T Service Type Fee Type Copies Status — g g g g g g
[certified Copy -] [Exchange -1 [PEnDING - Service line is highlighted in the
Service Information grid.

| DEATH _|Plain Paper Copy | NoFee |1 0.00 | COMPLETED | ¥
Services DEATH | Certifisd Copy | Exchange |2 0.00 | CANCELLED | ¥
DEATH  Certified Copy | Exchange 1 000 PENDING Y 124044

Click search for event record. Finish
the verification and printing process.

Search .
In the print-prompt box, enter the
number for the certified paper you are

System .

Request Status Date Status Changed Changed By Applicant ID Request Queue Assignment Tracking N Currently USIng-

COMPLETED | |04/21/2014 Bird, Melissa R. 29 -
Location Code User Location Description
CNTY-054 Keokuk Save and Close.

0 Alerts: -

Editing an existing event.

If you are exchanging paper that was issued before April 21, 2014, enter as a new application, and use fee type
Exchanged.
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"4 Netsmart Technologies Report Center

File Help

4 & Available Reports
4 3 AUDIT

3 CORRACCT
[}, ACH Weekly Fiscal Rpt
I; Payment Totals
! Service Totals

Preview/Test Run

Print/Update

Accounting Reports

LE-EL A0 Service Totals

iErliEE ACH Service Totals for Counties

Description:

L1 A8 I Report Builder

Parameter Set:

Service Date Range

Userlocation Description @USERLOCH

Service Date Range

Service Completed date range separated by a comma.

Clear Parameters

Schedule Task

The Service Totals, Payment Totals
and ACH Weekly Fiscal Rpt under
CORRACCT will be used by the
Counties.

When the report name is
highlighted on the left, a Date
Range field is available.

For the Service Totals and
Payment Totals, the dates are
entered in the form of

mm/dd/yyyy,mm/dd/yyyy
(notice comma separation)

The ACH Weekly Fiscal Rpt you will
need to enter the dates in
separate fields.

Click Preview/Test Run to view
report.

Revised 01/01/2017
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2% Available Reports
4 3 AUDIT

E; Inventory Line Item Repart
¥ CORRACCT

Inventory Report

Report ID:

™-—-— Name:

Description:

An Inventory Report is available under AUDIT>Inventory Line Item Report.

Example: 08/01/2014,08/02/2014 mm/dd/yyyy,mm/dd/yyyy
Report wil lump control numbers separately by transaction type.
Example: USE transaction types will show all numbers in order.

VOID will show all voided certified numbers in order.

Enter the date in the ID_Trans_Date field in the same format as other reports.

Transaction

ID_TRANS_DATE between 07/01/2014,08/25/2014
ID_TRANSACTION equal
USER_LOCATION_CODE equal CNTY-054

Trans Date Quantity Start No. Assigned To User Loc Code

USE

Page2of5

) [¢) 140 [+) Page279.40x 21580

07/22/2014

4154086 4154086 CNTY-054

County Certified Paper

1
07/22/2014 County Certified Paper 1 4154087 4154087 STORE CNTY-054
07/03/2014  County Certified Paper 1 4154088 4154088 STORE CNTY-054
07/25/2014 County Certified Paper 1 4154089 4154089 STORE CNTY-054
07/25/2014  County Certified Paper 1 4154090 4154090 STORE CNTY054
07/15/2014 County Certified Paper 1 4154081 4154091 STORE CNT] . .
07/16/2014  County Certified Paper 1 4154002 4154092 STORE CNT NOte U nder TransaCtlon
07/16/2014 County Certified Paper 1 4154083 4154093 STORE CNT] ]
07116/2014 Counl;Cemﬁed PaZEr 1 4154094 4154094 STORE CNT] COIumn' the transaCtlon type
07/17/2014  County Certified Paper 1 4154085 4154095 STORE CNT Wi” Sepa rate the numbe rs in
07/21/2014 County Certified Paper 1 4154096 4154096 STORE CNT}
07/21/2014 County Certified Paper 1 4154097 4154097 STORE CNT] nu merical order.
07/22/2014  County Certified Paper 1 4154098 4154098 STQRE CNT}
07/23/2014  County Certified Paper 1 4154099 4154099
07/25/2014  County Certified Paper 1 4154101 4154101 g
07/28/2014  County Certified Paper 1 4154102 4154102 STORE CNT]
07/29/2014 County Certified Paper 1 4154103 4154103 STORE CNT]
07/30/2014  County Certified Paper 1 4154104 4154104 STORE CNT]
08/01/2014 County Certified Paper 1 4154105 4154105 STORE CNT]
08/04/2014 County Certified Paper 1 4154106 4154106 STORE CNTY-054
08/04/2014  County Certified Paper 1 4154107 4154107 STORE CNTY-054
08/04/2014 County Certified Paper 1 4154108 4154108 STORE CNTY-054
08/11/2014 County Certified Paper 1 4154109 4154109 STORE CNTY-054

Revised 01/01/2017
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ACH

COMPLETING SERVICES IN IVES
Definition of each status type:

e PENDING - service is waiting to be processed

e COMPLETED - service has been processed

o CANCELLED - service has not been processed and never will be

e RECORD NOT FOUND - the record cannot be found by the user attempting the search

o FORWARD TO STATE - service is being forwarded to the state to process because the record is not found or not
available to the user

e VOID - service was completed but should now be void because of an error or an issue with the printer, etc. If
money was received for the service that was voided, then generally another service will be added to replace it.

Below are the rules that apply for completing a service:

1. When the service status is changed to COMPLETED or RECORD NOT FOUND, the transaction is applied to the
ACH detail table (which means it will be included in the ACH pull).

2. Once a service status is COMPLETED or RECORD NOT FOUND, the only way to reverse the transaction is to
change the status to VOID. Once the status is VOID, the service cannot be edited.

Example: If anything happens during the print process (like the paper rips or you put the wrong type of paper in)
you would VOID the service and create a new one. You no longer need to zero out the number of copies when
voiding.

3. Before a service is completed, the status can be changed to CANCELLED. CANCELLED services do not appear in
the ACH detail table and are not a part of the ACH pull. Once the status is CANCELLED, the service cannot be
edited.

SCHEDULE

The weekly schedule is displayed in a section later in this document titled ‘ACH SCHEDULE’, but as an overview:

e Services completed (with a status of COMPLETED or RECORD NOT FOUND) from Tuesday through Monday are
included in the following Tuesday ACH file.

e County Recorders have all day Tuesday and Wednesday until 3:00pm to VOID a service from the ACH week.
o Note — A void is really the only type of adjustment that can be done on the prior week’s services. If the
status of a service is changed to anything other than VOID, it will be reflected on the new ACH week that
you are currently in, not the previous ACH week.

e On Wednesday at 3:00pm the ACH header report is run again to remove any recently voided services.

e The State Vital Records staff has from 3:30 to 5:00pm to enter manual adjustments to the ACH file for any
previous ACH pull that have been verified to be incorrect.

e At 5:00pm the ACH file is staged for transfer to the bank
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e Overnight Wednesday the file is transmitted to the bank and the pull should reflect Thursday’s date (when the
withdrawal actually takes place).

e If at a later date the County Recorder believes they were charged too much for a previous ACH week, they
should send an email to the “special” email account for ACH Adjustments. Please send all feedback and
inquiries regarding ACH to: ACH@idph.iowa.gov

DAILY REPORTS

It is recommended to run the following reports on a daily basis in order to detect issues in a timely manner.
e Payments Totals —is simply a report of the payments entered into the system between the dates provided

e Service Totals —is a report of the services that were completed (status changed to COMPLETED or RECORD NOT
FOUND) between the dates provided.
WEEKLY REVIEW

Once the state has run the weekly process to create the ACH detail file, the ACH transactions are available for the county
to view and print. This will help verify that everything is accurate. The county has all day Tuesday and all day
Wednesday (until 3:00pm) to void any transaction that is incorrect simply by changing the service status to VOID.

e ACH Weekly Fiscal Report — is a printable report of the services that were processed between the dates
provided. The parameter dates should be Tuesday through the following Monday. The ACH Date field will be
blank until the file is ‘finalized’ and sent to the bank. This report can also be printed at a later time (at which
time the ACH Date field will appear with the date the transaction took place).

= B CORRACCT LEULE LT 1 weekly Fiscal Report
¥, ACH Weekly Fiscal Rpt
I%}, Payment Totals
I, Service Totals

L A Y Ll Report Builder

Parameter Set:
Enter Begin Date of Service 02/24/2015
Enter ending date of service 03/02/2015
User Location @USER_LOCATION_DESC

Enter Begin Date of Service equal 02/24/2015
Enter ending date of service equal 0¥02/2013
lUser Location egual YWarren

Company Descripton: County VR ACH Date: 03/0%/2015

Warren Copies VR GF ME Total County

Received Retains
BIRTH Certified Capy 3 $39.00 $9.00 $0.00 . $60.00 $12.00
BIRTH Plain Paper Copy 2 $0.00 $0.00 $0.00 $5.00 $5.00
DEATH Certified Capy 2 $22.00 $4.00 $6.00 $40.00 $8.00
DEATH Fact of Death 1 $13.00 $3.00 $0.00 $20.00 $4.00
MARRIAGE  Application 4 $52.00 $72.00 $0.00 $140.00 $16.00
MARRIAGE  Certified Copy 2 $32.00 $000 $0.00 $40.00 $8.00
MARRIAGE  Plain Paper Copy 1 $0.00 $0.00 $0.00 $5.00 $5.00
County Total 15 $158.00 $88.00 $6.00 $310.00 $58.00
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The details of each week’s ACH file are also available under the menu Fee/CAS — Search — ACH Header

’1'_‘ MNetsmart VRS - Home

File Search | Fee/CAS  Work Queue Tools Batch Blank Forms Administration Help

Applicant
Request
Service
Payment

Deposit

ACH Header

MESSAGE OF THE DAY

BA 2.0.1 - Release 2.0.75
July 1, 2015

Example #1: One ACH Period

File Search FeefCAS Requests/Documents Tools Batch Help

Search Criteria Results

Begin Date of Servich
| 02/24/2015]

End Date of Service OWED_TO_STATE =

Deposlt U3

Stripoff Date

L [ em |

Example #1

Enter in criteria for the week
desired (Example #1) and
select Search or you can do a
search to populate a listing
for ALL ) ACH periods
_) by entering
your county name only
without a date.

ACH County

County Information

User Location Description User Location Code

Warren

Begin Date of Service End Date of Service Deposit Date Stripoff Date
I

File Search Fee/CAS Requests/Documents Actions Linking Tools Administration Help

Owed To State Adjustments are Included

Detail Information (services)

Detail Grid g

RequestiD First Last Completed Event Service

N Recaleulate Tota T

FeeType Copies Kept by County ToState Total Adjy
10948 Testing Disposition | 2/3/2015 | DEATH Certified Copy No Fee |1 0.00 000 000N l
10955 Ellen Warner 2/5/2015 | BIRTH Certified Copy | Standard | 1 400] 1600{2000/n |
10924 Dean Warner 2/9/2015 | MARRIAGE [ Certified Copy [ No Fee |1 000| 000| 0.00(N I
10924 Dean Warner 2/9/2015 | MARRIAGE | Certified Copy | Standard | 1 400| 16,00 (20.00 | N I
11051 Hannah Warner 3/4/2015 | MARRIAGE | Certified Copy  [NoFee |1 000| 000| 0.00[N I
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_: Pull a listing of All ACH Periods

/

u, Search - ACH Header

Search Criteria Results

File Search Fee/CAS Requests/Documents Tools Batch Administration } elp

Begin Date of Service End Date of Service OWED_TO_STATE

De?osit Date

Stripoff Date

User Location

‘i Warren

User Location Code

] "

Search Event

File Search Fee/_AS Requests/Documents Tools Batch Administration Help

Search Criteria

10/1/2014
11/18/2014

Begin Date of Service] End Date of Service OWEDIO _STATE Deposit Date Stripoff Date

11/22/2014
11/24/2014

$283.00

Warren

Warren

User Location User Location Code

CNTY-091
CNTY-091

1/13/2015 1/19/2015 $280.00 Warren CNTY-091 1495
2/17/2015 2/23/2015 $111.00 Warren CNTY-091 2606
2/23/2015 2/23/2015 $16.00 Warren CNTY-091 2707
2/24/2015 3/2/2015 $252.00 3/5/2015 3/5/2015 Warren CNTY-091 3107
5/7/2015 5/7/2015 $31.00 Warren CNTY-091 3206

5/1/2015

5/25/2015

Warren

CNTY-091

5/1/2015

5/26/2015

Warren

CNTY-091

5/20/2015

5/28/2015

$47.00

Warren

CNTY-091

3701

6/1/2015

6/15/2015

Warren

CNTY-091

1/1/2015

6/15/2015

$221.00

Warren

CNTY-091

4196

1/1/2015

6/20/2015

Warren

CNTY-091

L

Search Event

Reset/Clear W Records Found: 13
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Each service can be viewed in detail by double-clicking on it.

User Location User Location Code

ACH Details

-

[Ge [s_ 18.00

[warren [enTy-0o1

Services

First name Last Name RegquestlD  ServicelD

| BEan |warner 11052 15419

Service Completed Date Owed to State Kept by County

|02/24/2015 |31.00 4.00

Record is Adjustment? Adjustment Notes

W No Netes

Event Type Service Type Fee Type Copies Service Total
[ MaRRIAGE | Application Standard [1 35.00
Funds

Fund 1 State or Local Amount

[counTy L 4,00 |
Fund 2 State or Local Amount

[ve [s 13.00

Fund 3 State or Local Amount

L4

¥ ACH Header

File Search Fee/CAS Requests/Documents Actions

Uinking Tools Administration Help

ACH County
County Information

User Location Description User Location Code

Warren

Begin Date of Service End Date of Service Deposit Date
1 1 03/05/2015

Stripoff Date

Owed To State Adjustments are Included

Detail Information (services)

Detail Grid E

RequestiD First Last Completed Event Service FeeType Copies Kept by County ToState Total Adjustment?
11052 Dean Warner | 2/24/2015 | MARRIAGE | Application Standard | 1 400| 31.00|3500|N
11045 Ellen-One | Warner | 2/25/2015 | BIRTH Certified Copy | Standard | 1 400| 16.00)|2000|N
11045 Ellen-One | Warner | 2/25/2015 | BIRTH Certified Copy | Standard | 1 400 16.00|2000|N
11046 Dale Warner | 2/25/2015 | DEATH Certified Copy Standard | 2 8.00| 32.00)|4000|N
11046 Dale Warner | 2/25/2015 | DEATH Fact of Death Standard | 1 400| 16.00)2000| N
11047 Dean Warner | 2/25/2015 | MARRIAGE | Application Standard | 1 400| 31.00|3500|N
11048 Deidra Warner | 2/25/2015 | MARRIAGE | Application Standard | 1 400| 31.00]3500
11049 Loretta Warner | 2/25/2015 | MARRIAGE | Application Standard | 1 4.00 31@.4’@ N
11050 Gloria Warner | 2/25/2015 | BIRTH Plain Paper Copy | No Fee |1 000+ 000| 000N
11051 Hannah | Warner | 2/25/2015 [ MARRIAGE | Certified Copy Standard | 1 400| 16.00)2000| N
11082 Jeanetta | Warner | 2/27/2015 | BIRTH Certified Copy Standard | 1 400| 16.00)20.00| N
11082 Jeanetta | Warner | 2/27/2015 | BIRTH Plain Paper Copy Stjudﬂﬂ 1 500 000| 500N
11084 Leroy Warner | 2/27/2015 | MARRIAGE | Certified CW Standard | 1 400| 1600|2000 N
11084 Leroy Warner | 2/27/2015 | MARRIAGE | PlgiaPaper Copy | Standard | 1 5.00 000( 5.00|N

Warren
Deposit Date Y

Begin Data of Service
i 0052018

22402018
OWED_TO_STATE
285200

RoquastiD First Completed  Even Servie Fee Type  Copies Kept by Courty To State Total

1082 Dean MARRIAGE  App 400 00 00

1045 ElenOne BIRTH Cerifed Copy 100 1600 2000

145 Ellen-Gne BIRTH Certited Copy 400 oo 2000

11046 Dl DEATH 800 200 4000

1046 Do DEATH 100 1600 2000

Ma4r Dean 100 e B0

11048 Desdra 020N MAAR 400 oo 3800

109 Loretia wamer 16 MARRIAGE 100 Moo 9500

1050 Gona wamer 015 BIRTH Piain Pager Copy Na Fee 000 oo oop

11081 " Wamer 022972015 MARRIAGE Cerbied Copy 400 1800 2000

11082 Jeanetia Wamer o BRTH Certifed Copy 600 2000

1
1
1
2
1
MARRIAGE 1
1
1
1
1
1

1o Ao o are VIR :
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Printing the Report

Open the ACH Header Report, Click on the Print

Report Button. Pt Report

——

When the report opens, click the print Icon
in the upper left hand corner.
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Forward a Request to the State

There will be situations where a record cannot be found at the county level. There are many reasons that
could happen (it’s not always the case that the record is sealed). In addition, it may only be one request
within an application that contains multiple requests.

b _——
i‘ MNetsmart VRS - Home‘

File Search | FeefCAS Work Queue Tools Batch Blank Forms Administration Help

New Applicant
Search Deposit Start a NEW AppllcatIOn
Cash Drawer

Click Fee/CAS > New > Applicant

lowa

MESSAGE OF THE DAY

BA 2.0.1 - Release 2.0.75
July 1,2015

Netsmart=VRS | © 1998-2015 | Netsmart Public Health, Inc. | www.ntst.com

~ Applicant I S — |

File Search Fee/CAS Requests

Actions Work Queve Linking Tools Help

Refund/Return/Info

Mailing Billing Flags Reassign Request

Application

Application Status
Applicant Numbelll Date of Application (mm/dd/yyyy) Application Type signed to (Queue) Priarity
[03/2672014 | ( -| lnoinG ~| [NORMAL -
P— bisted (mm/dd/yy) Complted By Enter required fields on this page are:

. faoms -] sy . —
Application Status, Date of Application,

[omenufamatons = Application Type, First Name and Last Name.

Cif . . oy e . . .
United Sates <] Jlona . ! You can fill in additional information you wish.
Address 1 Address 2 (optional) Zipcode
Phone (Primary) Fax (if applicable) Email [ Is Applicant Address same as mailing? You must click SAVE before proceeding to

() _ewnr (e oen e

p— processing a payment.
Total Amount Charged - Total Amount Paid = Amount Due State Amount Local Amount

0.00 0.00 0.00

Request and Payment Information

You must save the record before trying to add a new request or payment the first time. (The Applicant Number must be present)
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~ Applicant

File Search Fee/CAS Requests/Documents Actions Work Queue Linking Tools Help

Application Mailing Billing Flags Reassign Request Refund/Return/Info

Application Status

Applicant Number  Date of Application {(mm/dd/: ) Apgplication Type Assigned to (Queue) Priority
12/04/2015 Counter v | [PENDING '] NORMAL M

Identification Status Date Completed (mm/dd/yyyy) Completed By

Applicant Information

First Name Last Name Company/Agency Name
Purple Dot -
Country State Name City
United States ~| [lowa -] WAUKEE ]
Address 1 Address 2 (optional) Zipcode . .
321 RAINBOW LANE s0263 Next, you will add a payment. Click the
Phone (Primary) Fax (if applicable) Email Is Applicant Address same as mailing? .
iy [ oo button to access the Payment for Services
Services screen.
Total Amount Charged - Total Amount Paid = Amount Due State Amount Local Amount
0.00 0.00 0.00

Request and Payment Information

You must save the record before trying to add a new request or payment the first time. (The Applicant Number mu

Requests Payments

~ Payment

(T |

File Search Fee/CAS Requests Actions Linking Tools Help

Choose your payment type, enter check

Payment for Services
Payment number if applicable, and enter amount paid.
Payment Date Payment Type Check/MO Number  Payment Amount

03/26/2014

Drawer Name e ——
CHECK [ er for this payment.

CREDIT CARD
Create Date/Time |MONEY ORDER

03/26/2014 14:19:36 Bird, Melissa R.

If you are splitting the amount between 2
Intemal payment notes different money types, each money type must
be entered seperately.

| Applicant rdd» RPN S — o o0

File Search FeefCAS Requests/Documents Actions Work Queue Linking Tools Help

Application Mailing Billing Flags Reassign Request Refund/Return/Info

Application Status

Applicant Number  Date of Application (mm/dd/yyyy) Application Type Assigned to (Queue) Priority
10657 [12/04/2015 | [counter - | [PenpinG - [normaL -
Identification Status Date Completed (mm/dd/yyyy) Completed By
- i
Applicant Information
First Name Last Name Company/Agency Name
Purple Dot A
Country State Name City
United States ~| |lowa - WAUKEE H
I ] Next, choose a Request type. Click the
Address 1 Address 2 (optional) Zipcode
321 RAINBOW LANE 50263 button to access the Services screen.
Phone (Primary) Fax (if applicable) Email cant Address same as mailing?
[rew)_wex_wees e
Services

Total Amount Charged - Total Amount Paid = Amount Due mount Local Amount

0.00 20.00

Request and Payment Information

trying to add a new request or payment the first time. (The Applicant Number must be present)

[
Payments

‘You must save the record

Requests
[ ]

Payment Date Payment Type Check Num Amount Receipt No Returned Pa
12/4/2015 CASH 20.00 10657
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File Search Fee/CAS Requests Actions Linking Tools Help

Service Marital Information

Flags

Requested Record Information
 Date of Event or Beginning Date (mm/dd/yyyy) End Date - if exact date is known enter here also (mm/dd/yyyy)
Ix I

Middle Name

pe of Event

Identifier

Relatianshlf

Last Name

First Name

Purfose of Reiuesl

Service Totals for this request

Total of Services for this Request State Amount Local Amount

Service Information

To add a service, dlick the Add New Service button or dlick the + (Plus) button.

To change service information, select a row and then change the information in the fields at the top of the paragraph.
To view the details of a service, double click an entry or select an entry and press ENTER key.

U Service Type Fee Type Copies  Status I —
AdGNEWSEvIcE ] - -] PENDING -
[ 1
_—

' Request

File Search FeefCAS Requests/Documents Actions Linking Tools Help

Service Marital Information Flags

Enter required fields: Type of Event, First
Name of person on record, Last Name,
Purpose of Request and Relationship to
person of request. You can fill in
additional information you wish

-Save

| )

Requested Record Information

Type of Event Date of Event or Beginning Date (mm/dd/yyyy} End Date - if exact date is known enter here also (mm/dd/yyyy)
[BIRTH '] [DS/’UQ{ZUOU 08/09/2000 ‘
First Name Middle Name Last Name Generational Identifier

Purpose of Request

Relationshi
Self -

this request

E for this Request State Amount Local Amount

Click the Add New Service button.

e Choose Service Type

o Choose Fee Type = Standard
e Enter # of copies

e Click the Save Service button.

0 0 0
Service In| on
click the Add New Service butten or click the + (Plus) button,

pnformation, select a row and then change the information in the fields at the top of the paragraph.

e doub k an aniry o ctap entpy and pre I

o ol Service Ty Fee T Copi Staty

] e — ]
Services

Search
Service Type Fee Type Copies  Status
AAGNEWSSNIES ICerhﬂedCopy +| [Standard .1 PENDING W Saveservice

Search? ServicelD
303

Event Type Service Type
DEATH  Certified Copy Standard 1

Fee Type Copies Service Total Status
2000 PENDING Y

R
services s
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—— — ——
~ Request W — | (3D e |

File Search Fee/CAS Requests/Documents Actions Linking Tools Help

Service Marital Information Flags

Requested Record Information

Type of Event Date of Event or Beginning Date (mm/dd/yyyy) End Date - if exact date is known enter here also (mm/dd/yyyy)
[BirTH ~| [ 0810972000 08/09/2000 .
“ ”
First Name Middle Name Last Name Generational Identifier Manua"y Change the PEN DING Status to
Dot

oo of R I— “RECORD NOT FOUND” (this ensures that the
Jser - county keeps their split of the service fee).

Service Totals for this request

Total of Services for this Request State Amount Local Amount

2000 1600 P Click Save Service button

Service Information

To add a service, click the Add New Service button or click the + (Plus) button.

To change service information, select a row and then change the information in the fields at the top of the paragraph.
To view the details of a service, double click an entry or select an entry and press ENTER key.

Service Type Fee Type Copies Status
Add New Service [limmpom, Standard 1 RECORD NOT FOUNI
Event Type Service Type Fee Type Copies Service Total Status Search? ServicelD

BIRTH Certified Copy Standard 1 20.00 RECORD NOTFOUND Y 16246

C
Services

Search

File Search Fee/CAS Requests/Documents Actions Linking Tools Help

Service Marital Information Flags

Requested Record Information

Type of Event Date of Event or Beginning Date (mm/dd/yyyy) End Date - if exact date is known enter here also (mm/dd/yyy] Create a Second Service
.

[BirTH -] [o8/03/2000 | [os/09/2000

First Name Middle Name Last Name Generational Identifier

e Click Add New Service button

Purpaose of Request Relationshi .
[or ] e Choose Service Type
Service Totals for this request [ ] ChOOSG Fee Type = NO FEE

Total of Services for this Request State Amount Local Amount

20.00 16.00 4.00 e Enter # of copies

Service Information e Click Save Service button
To add a service, click the Add New Service button or click the + (Plus) button.
To change service information, select a row and then change the information in the fields at the top of the paragraph.

To view the details of a service, double click an entry or select an entry and press ENTER key.

oo Senvice Type Fee Type Copies  Status E——
b BB [Certfied Copy ~] [Ne Fee -1 [penDING -

Event Type Service Type Fee Type Copies Service Total Status Search? ServicelD
BIRTH | Certified Copy |Standard [1 | 20.00| RECORD NOTFOUND | v | 16246
Services . BIRTH | Certified Copy [NoFee |1 | 0.00 | PENDING [v [ 16247

Search

Search for Event Record
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' Request

File Search Fee/CAS Requests/Documents Actions Linking Tools Help

Marital Information

Service Flags
Requested Record Information

Type of Event

Date of Event or Beginning Date (mm/dd/yyyy) End Date - if exact date is known enter here also (mm/dd/yyyy}

[irTH ~| [ 080972000 08/09/2000

First Name Middle Name Last Name Generational Identifier

Purple

Relationship
|sett -

Purpose of Request
Drivers License or Permit =

Service Totals for this request

Total of Services for this Request State Amount Lecal Amount
20.00 16.00 4.00

Service Information

To add a service, click the Add New Service button or click the + (Plus) button.
To change service information, select a row and then change the information in the fields at the top of the paragraph.
To view the details of a service, double click an entry or select an entry and press ENTER key.

Service Type Fee Type Copies Status

Highlight the “PENDING” service and Manually
change the “PENDING” status to “Forward to
State”

Click Save Service button

M H nnce

[Cenlﬁed Copy 'I [No Fee 'I 1

[FoRWARD TO STATE ~|

ave nnce

Event Type Service Type
BIRTH Certified Copy | Standard | 1

Fee Type Copies Service Total Status
20.00 | RECORD NOT FOUND | ¥
0.00 FORWARD TO STATE Y

Services E

Certified Copy NoFee 1

Search? ServicelD
16246
16247

Search
earch for Event Record
* Reguest
cl q Do tio 00 p
Service ormatio ag

Document Tracking
Requested Record Information Activate/Deactivate

ate - if exact date is known 4
/2000

Date of Event
-| [os/09/2000

Middle Name

Type of Event

Review Errors/Queries
[erRTH

Scan Image

First Name Load Image From File tional Identifier

Purpose of Request
Drivers License or Permit =

Service Totals for this request

Load PDF/Word Document

-

Show Notes

Total of Services for this Request State Amount Local Amount
20.00 16.00 4.00

Service Information

To add a service, click the Add New Service button or click the + (Plus) button.

To change service information, select a row and then change the information in the fields at the top of the paragra|
To view the details of a service, double click an entry or select an entry and press ENTER key.

m Service Type Fee Type Copies Status

Certified Copy Standard 1 RECORD
Event Type Service Type Fee Type Copies Service Total Status Search? S
BIRTH Certified Copy Standard 1 20.00 RECORD NOT FOUND Y al

Services a BIRTH Certified Copy | No Fee 0.00 | FORWARD TO STATE |Y 1

Scanning and Attaching Image
On the Service or Application Tab

e Select Actions from the menu
e Select one of the 3 options:
1. Scan Image (if you have a scanner attached
to your computer and it allows you to load

the image to the application —> use this
option)

2. Load Image from File (if you have a scanner
that routes it to a file document requiring
you to save it as a file -> use this option)

3. Load PDF/Word Documentation (if you
have a scanner that requires you to save it
as a PDF or Word Document -> use this
option).

**Below are the instructions for 3 different
options to scan and attach document(s).

**Note: everyone has different scanners which works in various ways. So the instructions

below gives you 3 different options you have to scan and attach document(s).

Revised 01/01/2017
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OPTION 1: Scan Image (if you have a scanner attached to your computer and it allows

you to load the image to the application)

Actions = Work Queue Linking Tools

E Document Tracking h

Click Scan Image from the Action Menu
T Review Errors/Queries
| Scan Image

Load Image From File
Load PDF/Word Document

Display Image/Document

=

Show Notes

-
@, Mew Image/Document.. l = |ulEl i&l

Enter Image/Document Description New Image/Document screen will appear —
Application- Purple Dot Enter a description for the document.
Click OK
OK
Insert document (application) to be scanned
h into the Scanner
Degerphion
Dhefodl st

The Properties Dialog will appear — Select OK

Revised 01/01/2017
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&, Display Image/Document Selectionl \

| D ]

Multiple images exist for this event. Please select one record and double-c

'Delete’ to delete the record.

Delete Set Active/Inactive

¢ or press "Select’ or

The Display Image/Document Selection will appear
with the file you scanned.

Date Created Event Name Is Active? Description State File# DocumentID

[N B 9/14/2015 USERFILE True Application

| Click Close

|

| This will bring you back to your application or service
l screen.

' Reguest

File Search Fee/CAS Requests/Documents Actions Linking Tools Help

Marital Information Flags

Service

Requested Record Information

Type of Event Date of Event or Beginning Date (mm/dd/;

) End Date - if exact date is known enter hera also (mm/dd/yyyy)
[BIRTH 'I /0_8/09/2000 08/09/2000
First Name Middle Name Last Name Generational Identifier . . .
Dot Close out on your application or service screen.
Purpose of Request Relationship
sel -

Service Totals for this request
Total of Services for this Request State Amount Local Amount
20.00 16.00 4.00

Service Information

To add a service, click the Add New Service button or click the + (Plus) button.
To change service information, select a row and then change the information in the fields at the top of the para
To view the details of a service, double click an entry or select an entry and press ENTER key.

Event Type Service Type

BIRTH | Certified Copy | Standard [1 |
BIRTH | Certified Copy | NoFee |1 |

Fee Type Copies 5]

Standard 1

Service Type

Certified Copy ECORD NOT FOUNI

F

Fee Type Copies Service Total Status Search? ServicelD
20.00| Recorp NOTHBUND | ¥ | 16246
0.00| ForwARgMD sTATE [v  [16247

, *Note: The system will then indicate on the

bottom of the application or service page that
an image is present. This will require you to
refresh the screen to see the message below.
Close your service or application Tab and then
go back into it and the message will appear on
the bottom.

Tracking Number (Ups/VC/FedEx)

Search
System
Reguest Status Date Status Changed Chagffed By Applicant ID Request Queue Assignment
RECORD NOT FOUND v | |11/24/2015 hols, Sammui 10643 -

Work Assignment to other locaticn
CENTRAL

User Location Description
Madison

Location Code
CNTY-061

IMAGE PRESENT

Editing an existing event.

Revised 01/01/2017
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OPTION 2: Load Image from File (If you have a scanner that requires you to save it as

an image -> use this option)

" Request

File Search Fee/CAS Requests/Documents @ Actions | Linking Tools Help

Marital Information

Service Flags

Document Tracking
Requested Record Information Activate/Deactivate Scan the application and supporting
Type of Event Date of Event Review Errors/Queries ate - . . .
[T 7] [080972000 | seammage 00| documentations (if applicable) through your
First Name Middle Name Load Image From File tiond scanner which will rEQUire you to save the

Purpose of Request

[Drivers License or Permit VI

Show Notes
Service Totals for this request
Total of Services for this Request State Amount Local Amount \ On the application, CliCk on the Actions
20.00 16.00 4.00

menu>Load Image From File

Service Information

To add a service, click the Add New Service button or click the + (Plus) button.

Image as a jpeg or tiff on your computer.

To change service information, select a row and then change the information in the fields at the top of the paragraph.
To view the details of a service, double click an entry or select an entry and press ENTER key.

W Service Type Fee Type Copies Status *
-] [No Fee - 1 PENDING - R

[Ceniﬂed Copy

Event Type Service Type Fee Type Copies Service Total Status Search? ServicelD
BIRTH Certified Copy | Standard | 1 20.00 | RECORD NOT FOUND | Y 16263
Services a Certified Copy NoFee 1 0.00 PENDING

.
&, New Image/Document... E@ﬂ]

New Image/Document screen will appear —
Enter a description for the document.

Enter Image/Document Description

Application- Purple Dot

Click OK

oK Cancel
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-
Organize v New folder dZ - 0 @
n [ rrevomer >
0 Favorites T e is known ente
|\ Birth CERT IMAGES
| Shortcut
L Desktop ER-_U 147 KB
.I.'-__I
=, Recent Places c - E-leave
3’ f Internet Shortcut
9 Libraries 182 bytes
@ Documents payrell N
J, Music . Internet Shortcut
189 bytes
[ Pictures vt
: . Purple Dot-TIFjpg
Vid
B videos JPEG image =5
92.1 KB
L]
IS Computer vr (idphfsSdata) (H)
& Local Disk (C:) == Shortcut
e Local Disk (D)~  [PR2., 611 bytes -
File name: -~ |IPEG Pg.” -
All Supported Media Formats (*.bmp;* jpg;™jpeg;™ tif; " tiff)
Bitrmap Images(*.bmp)
B PG imogeeCipo o) P
— Tagged Images(*.tif.* tiff)
[

Find your saved image file

Click on it, this will filter into the “File

/A window will appear that allows you to
select your saved image file.

v

Organize « Mew folder
A [ E FIIE TOIOEr
30 Favorites il " o
Birth CERT IMAGES Name” field.
; Deckt l | Shortcut
esktop = 1. 5
- [P, 1478 Click Ope
1= Recent Places E-|
E A -leave
ﬁ"\f Internet Shortcut
4 Libraries 182 bytes
@ Documents payroll
J, Music | ir;:;;net Shortcut /
es
[E5] Pictures vt
. i Purple Dot-TIF,jpg
Vid
B videos JPEG image
921 KB
L]
%! Computer _ wr(idphfsSdata) (
5 Local Disk (C2) 3 Shortcut
s Local Disk (D) ~ (PR, 611 bytes
File name: Purple Dot-TIF jpg

- [}PEG Images(*.jpg,*jpeg)

I Open |vl [ Cancel

—
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do-o@@al-

m Draft Forward A Request To The State.docx - Microsoft ¥

l* Edit Image/Document

| (5

*Note: you can choose the type of file you
want to save by clicking on the dropdown

j Description Security Function Set Active/Inactive
Paj
Ikjokjhu Is Active?
—3 eh il @ D @
ERCE R O @w. @@ i
—
BIRTH The image will appear
APPLICATION FOR A SEARCH FOR AN IOWA RECORD
Reduasts require the applicant's current government-issued photo identification (i.e., driver’s license)
and signature signed in front of a notary public or in the presence of an lowa Registrar of Vital Records,
[ F————————— ,Click Save to File
T TERE Ty AT ey
‘ I.I DATE OF BIRTH - BE SPECIFIC - o, Ca Yoar _ _
5 | pLace oF erTh (g andior Countyy 3
| L S —————— J/
5 ) 7° PARENT'S FULL NAME = e, mssm. 1 s gourrumat /_
£ WAS THE MOTHER MARRIED AT THE TIME OF CONCEPTION OR BIRTHT  [Tves [Iwe Tl unknos
7. LEGAL ACTIONS TOBIRTHRECORD [Ingre lagopion (D patemity Estabsnment ] LagfChangs of Name
72, IF LEGAL ACTHON OCCURRED, LIST PREVIOUS NAME io tah certeast
v GO o P s =
B PURPOSEFORCOFY . 5. BIRTHD,
0. HOW ARE YOU RELATED TO THE PERSON HAMED CN THE RECORD?
41 NAME AND ADDRESS OF PERSCN TO RECEIVE THIS COPY: MUST B2 Al ORD)
12a. Nawme of i
12b. Strect address and P.0. Box (f any)
126, Gity, State and Zip Code
12, THE SEARCH RESULT 1S 1O BE oo inn}
Save to DB Cancel
=
 Request —

File Search Fee/CAS Requests/Documents Actions Linking Tools Help

Service ‘Marital Information Flags

Requested Record Information
Type of Event
BIRTH

Date of Event or Beginning Date (mmy/dd/yyyy) End Date - if exact date is known enter here also (mm/dd/yyyy)
-] [o8/0972000 (080372000

First Name Middle Name Last Name Generational Identifier
Purple Dot

Purpose of Request Relationship
Drivers License or Permit _ ~ Self -

Service Totals for this request
Total of Services for this Request State Amount Local Amount
20.00 16.00 4.00

Service Information
To add a service, click the Add New Service button or click the + (Plus) button.
To change service information, select a row and then change the information in the fields at the top of the paragraph.
To view the details of a service, double click an entry or select an entry and press ENTER key.

Status
RECORD N

Fee Type Copies
Standard 1

Service Type

pididdeall | Certified Copy

Event Type Service Type
BIRTH ‘ Certified Ccpyl Standard ‘ 1 ‘
BIRTH | Certified Copy|NoFee |1 |

Fee Type Copies Service Total Status

SearchgfBervicelD
20.00‘ RECORD NOT FOUND ‘ ¥ ‘ 16246 F

0.00] FORWARD TO STATE J# [ 16247

Search

System

Reguest Status

RECORD NOT FOUND M
User Location Description
Madison

Date Status Changed Changed
11/24/2015

Applicant ID
10643
Work Assignment to other location
CENTRAL

Location Code
CNTY-061

Re?uest ?ueueAss\?nmem Track]

4

Close out on your application or service screen.

*Note: The system will then indicate on the
bottom of the application or service page that
an image is present. This will require you to
refresh the screen to see the message below.
Close your service or application Tab and then
go back into it and the message will appear on
the bottom.

IMAGE PRESENT

0 Alert:

ing event.
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' Applicant

File Search Fee/CAS Requests/Documents Actions ~ . ucue _ & Tools Help

Application Mailing Billing Flags Reassign Request Refund/Return/Info

Application Status
Applicant Number  Date of Application (mm/dd/yyyy) Application Type Assigned to (Queue) Priority
10643 [111972015 | [counter -| |PenpinG -] [mormaL -]

Identification Status Date Completed (mm/dd/yyyy) Completed B

CoMPLETED 7| ‘1w2asz0rs wenois sam| @O to the application page — Click on Reassign
Applicant Information Request Tab

First Name Last Name Company/Agency Name
Purple Dot -

Country State Name City

United States -] [tlowa - WAUKEE

Address 1 Address 2 (optional) Zipcode
321 RAINBOW LANE

Phone (Primary) Fax (if applicable) Email Is Applicant Address same as mailing?

[ R () _wowx_wre

Services
Total Amount Charged - Total Amount Paid = Amount Due State Amount Local Amount
20.00 20.00 0.00 16.00 4.00

Request and Payment Information

You must save the record before trying to add a new request or payment the first time. (The Applicant Number must be present)

em Gm
Requests Payments

Event First Name Last Name Status Total Assigned To Payment Date Payment Type Check Num Amount Receipt No Returned Pa
BIRTH Purple Dot RECORD NOT FOUND 20.00 11/19/2015 CASH 2000 10643

Vi TR WS e S o

File Search Fee/CAS Requests/Documents Actions WorkCQueue Linking Tools Administration Help m A
Save

Application Maling Billing Hlags Reassign Request Refund,Return/Info

Select “Central Location” from the the

ASS'g".mems o _ _ dropdown (the forwarded request will appear
Reassign Request fo this Location Location Code Assigned in the State Office work queue to be
CentralLocaion o) |conrat

completed).

Save and Close
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save it as a PDF or Word Document -> use this option)

.

Request

File Search Fee/CAS Requests/Documents  Actions | linking Tools Help

Marital Information Flags

Document Tracking
Requested Record Information Activate/Deactivate

OPTION 3: Load PDF or Word Document (If you have a scanner that requires you to

Type of Event Date of Event Review Errors/Queries pte - if exact date is known
[irTH +| [o8/09/2000 scan Image /2000
First Name Middle Name Load Image From File tional Identifier

Load PDF/Word Document

Purpose of Request

Drivers License or Permit = pe Frorm

Show Notes

I

Service Totals for this request
Total of Services for this Request State Amount Local Amount
20.00 16.00 4.00

Service Information

To add a service, click the Add New Service button or click the + (Plus) button.
To change service information, select a row and then change the information in the fields at the top of the paragrg|
To view the details of a service, double click an entry or select an entry and press ENTER key.

Service Type Fee Type Copies Status
sloMiel | Certified Copy ~| [No Fee - PENDING]
Event Type Service Type Fee Type Copies Service Total Status Search? S
BIRTH Certified Copy | Standard | 1 20.00 | RECORD NOT FOUND (Y I
Services a Certified Copy NoFee 1 0.00 PENDING

Scan the application and supporting

documentations (if applicable) through your
scanner which will require you to save it as

a PDF or a Word Document on your
computer.

On the application, click on the Actions
menu>Load PDF/Word Document

Search

I

&, MNew Image/Document. = | [ 2

Enter Image/Diocument Description

Click OK

OK

New Image/Document screen will appear —

purple dot application Enter a description for the document.

)
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- Search Desktap

Organize = Mew folder g~ i @

_ A | FECIE A
30 Favorites Tl

. IVES User Access Form &

I Birth Participation Agreement (10-30-1...

Ml Desktop [ i A window will appear that allows you to

=il Recent Places | - IVES-Minimum-Recormmended

3 specs.pdf select your PDF or Word Document.

= Libraries 3 B Adobe Acrobat Document

=] Documents payrall
J‘ Music B | Internet Shortcut
189 bytes

Pictures
= ) Purple Dot.pdf
E fideos Adobe Acrobat Document
— P8 555 KB E
1% Computer ? Supply Order Form.pdf
% Local Disk (C:) 3 Adobe Acrobat Document
o Local Disk (09 = B oske -
File name: v | PDF Documents(*. pdf) A

PDF Documents(*.pdf)
Word Documents(*.dec, *.docg) | |

- _Search Desktop

Find your saved PDF or Word Document

Organize + New folder 4

) - 130 MB q . . . . . ‘e
7t Favorites = - Click on it, this will filter into the “File

. IVES User Access Form &

1 Birth ~—— | Participation Agreement (10-30-1... /Name” field

[l Desktop “ Adobe Acrobat Docurment

= Recent Places = g IVES-Minimum-Recommended .

E specs.pdf Click Open

. I 2 B Adobe Acrobat Document
- Libraries

5 Documents payroll

J‘ Music L Internet Shortcut

189 bytes
[E] Pictures
. Purple Dot.pdf
E ideos Adobe Acrobat Document
B 555 KB 3

1% Computer : Supply Order Form.pdf

% Local Disk (C:) - Adobe Acrobat Docurgnt

o Local Disk (D) = B oske -

File name:  Purple Dot.pdf v [PDF Du%\ents(*.pdf} VI
I Open |v] ’ Cancel ] |
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4, Edit Image/Document - - g - = | B |-

Description Security Function Set Active/Inactive

hefg I Is Active?

The image will appear with the description

BIRTH of the image

APPLICATION FOR A SEARCH FOR AN IOWA R
Requests require the applicant's current government-issued photo identificatiol
and signature signed in front of a notary public or in the presence of an low;

1.

, Click Save to File

PERSON'S NAME AS IT APPEARS ON THE RECORD

The screen will disappear and bring you back to

DATE OF BIRTH = BE SPECIFIC — sonth, Day, Year
3. PLACE OF BIRTH (City and/or County) /
4, PARENT'S NAME PRICR TO ANY MARRIAGE — Firt Mdle, Last (Sumane) /

the application or service screen.

5. 2" PARENT'S FULL NAME ~ Furst Middie, Leat (Sumame)

WAS THE MOTHER MARRIED AT THE TIME OF CONCj

IONORBIRTH?  [Jves [INo  [Junknown
DAduplw’on a Paternity Establishmant a Lagal Changa of Namae

L

LEGAL ACTIONS TO BIRTH RECORD  [[] Nong

B s e . T T .

|

~ Request

@
x

File search Fee/CAS Requests/Documents Actions Linking Tools Help

Service Marital Information Flags

Requested Record Information

Type of Event Dste of Event or Beginning Date (mm/dd/yyyy) End Date - if exact date is known enter here also (mm/dd/yyyy)

[erTn -] [08/09/2000 | [o8/03/2000 ]

First Name Middle Name Last Name Generational Identifier

N . Close out on your appllcatlon or service screen.
urpose of Request Relationship

Drivers License or Permit v Self -

Service Totals for this request
Total of Services for this Request State Amount Local Amount
20,00 1600 4.00

*Note: The system will then indicate on the
bottom of the application or service page that
an image is present. This will require you to

Service Information

To add a service, click the Add New Service button or click the + (Plus) button.
To change service information, select a row and then change the information in the fields at the top of the paragraph
To view the details of a service, double click an entry or select an entry and press ENTER key.

I T Fee Type Copies  Status —
_ Certified Copy Standard 1 recgg noT FouNt @ retresh the screen to see the message belOW.
Event Type Service Type Fee Type Copies Service Total Status rch? ServicelD
BIRTH " ‘Cemﬁed)g;pﬂstandy:d‘ 1 ’ | 20.00 | RECORD NOT FM | 16246 F Close your service or app/ication Tab and then
Services Q BIRTH | Certified Copy|NoFes |1 | 0.00] ForwARD TO SffE [ ¥ [ 16247

go back into it and the message will appear on

seareh the bottom.
System
Reqguest Status Date Status Changed Change; Applicant ID Re?uest ?ueue Ass\?nmen( Tracking Number (Ups/VC/FedEx)
RECORD NOT FOUND | |11/24/2015 » Sammui 10643 -
Location Code User Location Description Work Assignment to other location
CNTY-061 Madison CENTRAL

Editing an existing event.  NCAETa] .|
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' Applicant

File Search Fee/CAS Requests/Documents Actions ~ . ueuwe _ e Tools Help

Application Mailing Billing Flags Reassign Request Refund/Return/Info

Application Status

Applicant Number  Date of Application (mm/dd/yyyy) Application Type Assigned to (Queue) Priority
10643 I 11/19/2015 ‘ Counter '] IPENDING 'l [NORMAL '1
Identification Status Date Completed (mm/dd/yyyy) Completed B . . . .
COMPLETED ) Laea01s werek sam| GO to the application page — Click on Reassign
Applicant Information Request Tab
First Name Last Name Company/Agency Name
Purple Dot -
Country State Name City
United States -] [tlowa - WAUKEE
Address 1 Address 2 (optional) Zipcode
321 RAINBOW LANE
Phone (Primary) Fax (if applicable) Email Is Applicant Address same as mailing?
() e wxrr I R
Services

Total Amount Charged - Total Amount Paid = Amount Due State Amount Local Amount
20.00 20.00 0.00 16.00 4.00

Request and Payment Information

You must save the record before trying to add a new request or payment the first time. (The Applicant Number must be present)

G Gm
Requests Payments

Event First Name Last Name Status Total Assigned To Payment Date Payment Type Check Num Amount Receipt No Returned Pa
BIRTH Purple Dot RECORD NOT FOUND 20.00 11/19/2015 CASH 2000 10643

File Search Fee/CAS Requests/Documents Actions WorkCQueue Linking Tools Administration Help m A
Save

Application Maling Billing Hlags Reassign Request Refund,Return/Info .
Select “Central Location” from the the

ASS'g".mems o _ _ dropdown (the forwarded request will appear
Reassign Request fo this Location Location Code Assigned in the State Office work queue to be
CentralLocaion o) |conrat

completed).

Save and Close
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Print Process with the Ability to Redact Fields on a Marriage Certificates

1. Through the CAS service, search for the desired record and select

Requests/Documents...Documents....M CERT IMAGE MARRIAGE COUNTY

File Search Fee/CAS Requests/Documents | Work Queue Tools Batch Help

Documents » M CERT IMAGE MARRIAGE COUNTY

2. Enter safety paper number > Click OK
|}

P
I
|
e

Please enter the beginning document sequence or a range
of document sequences separated by a comma.

H Is high to low?

Image will appear with the option to redact.

If you do not need to redact, go to step 7.
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Process to Redact marriage image

3. Right click on the image and select the shape you want to use.
@, Ed2 beage Dovument L . —

CO B 300 BRE 2000 &

STAYE OF IOWA
IOWA DEPARTMENT OF HEALT
== CERTIFICATE OF LIVE BIR
:‘:‘» Labe VIDDLE
Alexander

T DATE OF S8R (Mo, Day. Y1) HOUR CF 831w

2 Male = 10-12:2002 » 0L09P.M.
[TFACRITY RAME (11 50X MBsrucon, phve Swel 450 sumber) TITY. TOWN, OR LOGAT 10N

WWE! CLLUOWIW b e

@  lowa Lutheran Hospital “ Des Moin
PUACE OF BRTH

Y Hospital

4. Right click on the shape to alter the color as needed.

5. Select Modify.... Properties. This will launch a dialog box for altering the color, size of lines and fill.
Choose color as needed (generally black). Click OK to accept changes.
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6. Move and re-size the shape to redact a field on the document.

7. Click OK On the image

8. The next screen to appear is the Print Preview screen where you can print the document. Click on the

print icon

IOWA DEPARTMENT OF PUBLIG HEALTH
CERTIFICATE OF MARRIAGE

lowa Siate Department of Hoalth
DIVISION OF VITAL STATISTICS

MABRRIAGE RECOBRD

67-17207

Stane File No.
Cherckee County:

52 -~y
License No.. 1337

 GmRoom

FULL
MAME: (Priss)_Domaolae Stephan Ohlendgrd

BRIDE

FULL
nu:u.: (Prioi—S1isan Jane Tags<rom

USUAL
RESIDENCE- Marens Toca

[=0'A Town, State
3= 1
Strest Address, or Rural Route Number

FLACE OF
BIRTH. 3.3.1, Marey JToum,

an'.s o Age Laat
" _..ay_“ —5_Day.i7_Yr. Birthday

COLOR - RACE: whu-_x_ Nogro || (tu:il'{ll

RESIDI:NCS _Sim.x. Gz.d:,___._.l.m__.

State
_2222 “ass -sri Se
Strest Addreas. or Rural Route Number

PI-ACZ oF

it it
D -a or Rge Lot
B:Rm_.mg_uo.w.»ey_.la_v !rlhdqro' 19 i Y

COLOR - RACE: Whi:o._;;_ Wegroi_ | Ime!y)s_l

Page: 215.90 x 279.40

Pl
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9. The Printer option will appear; your default printer will be highlighted.

Click the Print button

Eé.;l Print

General

Select Printer

Eé.:ll"-.-"licrcumft XP5 Document Writer
¥ Recorder Copier on storyapp

% Send To OneNote 2010
78 VRS-TRAY-L:ATV-ORV-5

@ Recorder Printer 1 on storyapp

M VRS-TRAY-2:BOAT

4

page range. For example, 512

Status: Ready [ Print to file
Location:
Comment:
Page Range
@ Al Mumber of copies: 1 =
() Selection (™) Current Page
(") Pages: 1 Collate

2130 213
Erter either a single page number or a single 1 1

[ 11 b

A

-

\i\l.Tﬁ‘t\/],[ Cancel ] Apply
N\
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Keyboard Shortcuts for Vital Records System

Move to next field

Tab key

Move to next Tab

Ctrl - Tab Key

Move to previous field

Shift - Tab Key

Move to previous Tab

Shift - Ctrl - Tab Key

Move to first field of next section Ctrl-P
Clear a field — clears field where Ctrl -7
cursor is

T

Enter today’s date in a date field

Hit spacebar or click — this places a checkmark OR

Select a checkbox clears a checkmark
Close Window Alt - F4
Save Ctrl—=S
Use % for wild cards (for example) Anderson
Wild Cards could be end as (son or sen). Use wild card as

“Ander%"” and both results will appear.

Date Range Search

(MM/DD/YYYY+ MM/DD/YYYY)
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Print a Plain Paper Copy of a vital record

File | Search | Fee/CAS Work Queue Tools Batch Blank Forms System Cache Administration

Auditlog
Birth
Death

Disinterment

Marriage

Change Requests

Change Requests Details

Messages

Document Tracking
Index for Microfilm

ATTE|

Using Match Detail (To)
viclati

ﬁling. Inventory

log in. Inventory Transactions
reque:

308-0 Inventory Orders

Inventory Stock
Certified Paper Assignment

lvurs Service Load

1. Search for the event that is being requested — from the Home Screen, SEARCH> [PICK EVENT TYPE]
a. Event Types: Birth, Death, Marriage

File Search Fee/CAS | Requests/Documents Actions Work Queue Linking Tools Administration Help ™
save close

Amendments
Child Mother Modifications Mother pg 3 Mantal Status Spouse Informant Prenatal

Labor & Delivery Documents B Birth Administrative g2 Fees & Completion

Flags System B Birth New Parent Letter

I Year of Birth B Plain Paper Copy I

e ol IER LU L a LI Fo AR ST A F AR A

2. From the event, click REQUEST/DOCUMENTS>DOCUMENTS> PLAIN PAPER COPY
a. Ifthe image is available, the image will print.
b. If only data is available, the data record will print.
c. This is for Births 2005 forward; Deaths 1954 forward; Marriages 1954 forward.

3. No longer use CAS to print plain paper copies; the service has been removed.
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